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DEPARTMENT  OF  TRANSPORTATION 

Urban  Mass  Transportation 
Administration 

49  CFR  Part  658 

(Docket  No.  80-GI 

Project  Management  Procedures  for 
Grantees 

agency:  Urban  Mass  Transportation 
Administration,  DOT. 

ACTION:  Notice  of  proposed  rulemaking. 

summary:  The  Urban  Mass 
Transportation  Administration  (UMTA) 
is  proposing  guidelines  for  its  grant  in 
aid  recipients  in  the  management  of 
their  projects.  The  purpose  of  these 
guidelines  is  to  promote  effective  project 
management  and  thereby  ensure  the 
prudent  use  of  Federal  and  local  funds 
in  mass  transit  projects. 
date:  Comments  must  be  received  on  or 
before  December  8, 1980. 

ADDRESS:  Comments  must  be  submitted 
to  UMTA  Docket  No.  80-G.  400  7th 
Street,  S.W.,  Washington,  D.C.  25090.  All 
comments  and  suggestions  received  will 
be  available  for  examination  in  room 
9320  at  the  above  address  between  8:30 
a.m.  and  5:00  p.m.,  Monday  through 
Friday.  Receipt  of  comments  will  be 
acknowledged  by  UMTA  if  a  self- 
addressed  stamped  postcard  is  included 
w'ith  each  comment. 

FOR  FURTHER  INFORMATION  CONTACT: 
Timothy  Wolgast,  (202)  426-4011. 
SUPPLEMENTARY  INFORMATION:  All 
comments  received  before  the 
expiration  of  the  comment  period  will  be 
considered  before  final  action  is  taken 
on  this  proposal.  Comments  received 
after  the  expiration  of  the  comment 
period  will  be  considered  to  the  extent 
feasible. 

The  administration  has  determined 
that  this  regulation  is  not  a  significant 
regulation  under  the  criteria  in  the  DOT 
Order  for  Improving  Government 
Regulations  (44'FR  11042,  February  26, 
1979). 

Under  the  DOT  Order,  a  full 
evaluation  is  not  warranted  because  the 
expected  economic  impact  of  the 
proposed  regulation  is  minimal.  The 
Circular  is  a  compilation  of  existing 
policies,  procedures,  and  interpretations 
and  does  not  introduce  any  new 
material  dealing  with  project 
management. 

The  provisions  of  0MB  Circular  A-95 
apply  to  this  Notice  of  Proposed 
Rulemaking.  It  covers  the  following 
programs  as  listed  in  the  Catalog  of 
Federal  Domestic  Assistance  (CFDA): 


20.205  Highway  Research.  Planning, 
and  Construction 

20.500  Urban  Mass  Transportation 
Capital  Grants 

20.501  U.M.T.  Capital  Improvement 
Loans 

20.503  U.M.T.  Managerial  Training 
Grants 

20.504  Mass  Transportation 
Technology  (R.  &  D.  Program) 

20.505  U.M.T.  Technical  Studies  Grants 

20.506  U.M.T.  Demonstration  Grants 

20.507  U.M.T.  Capital  and  Operating 
Assistance  Formula  Grants 

20.510  U.M.T.  Planning  Methods 
Research  and  Development  (U.T.P.S.) 
Discussion  of  proposal:  These 
proposed  guidelines  provide  external 
project  management  guidance  for 
recipients  pursuant  to  sections  3,  5,  6.  8. 
and  10  of  the  Urban  Mass 
Transportation  Act  of  1964,  as  amended, 
and  Title  23,  sections  103(c)(4)  and  142. 
The  guidelines  replace  “Guidelines  for 
Project  Administration,"  External 
Operating  Manual,  Chapter  III,  UMTA 
1000.2,  Chg.  2.  dated  March  11. 1974. 

They  also  supersede  UMTA  C  2300.2, 
“Letter  of  Credit  Procedures  for 
Recipient  Organizations  Under  the 
Treasury  Regional  Disbursing  Office 
System,”  dated  March  21, 1978. 

The  contents  of  the  proposed 
document  include  recipient 
responsibilities  for  project  supervision, 
project  reporting  requirements, 
amendments  and  budget  revisions, 
property  management,  record  retention, 
closeout  procedure's,  suspension  and 
termination,  financial  management,  cost 
allocation  plans,  audits,  payment 
procedures,  and  special  requirements. 

Recipients  will  be  responsible  for 
maintaining  adequate  internal  controls 
in  order  to  adequately  safeguard  grant 
funds  and  resources.  Recipients  will 
also  be  held  responsible  for 
administration  of  the  project  and 
compliance  with  terms  and  conditions  of 
the  grant  agreement  and  requirements 
stated  in  these  guidelines  and  other 
applicable  regulations  and  circulars. 

Those  items  in  the  proposed  circular 
which  are  mandatory  are  indicated  by 
the  words  “shall.”  “required,"  and 
“must.”  Those  items  which  are  included 
as  suggested  formats  or  procedures  are 
indicated  by  such  words  as  “may,” 
“should,”  or  “would.” 

In  consideration  of  the  foregoing,  it  is 
proposed  that  Title  49  of  the  Code  of 
Federal  Regulations  be  amended  by 
adding  a  new  Part  658  to  read  as 
follows: 

PART  658— PROJECT  MANAGEMENT 
GUIDELINES  FOR  GRANTEES 

Sec. 

658.1  Purpose. 


Sec. 

658.3  Applicability. 

658.5  Project  management  procedures  for 
grantees. 

Appendix — UMTA  Circular  5010.1 — UMTA 
Project  Management  Guidelines  for 
Grantees. 

Authority;  49  U.S.C.  §  1601  (the  Urban 
Mass  Transportation  Act  of  1964.  as 
amended);  23  U.S.C.  §  103  and  §  142:  42 
U.S.C.  §  7506;  49  CFR  1.51;  OMB  Circular  No. 
A-102,  (42  FR  45828);  Treasury  Circular  1075 
(31  CFR  Part  205);  DOT  Order  4600.1B. 

§  658.1  Purpose. 

(a)  This  part  prescribes  UMTA 
procedures  and  requirements  for  the 
management  of  projects  by  recipients  of 
Federal  financial  assistance  under 
sections  3,  5,  6,  8,  and  10  of  the  Urban 
Mass  Transportation  Act  of  1964.  as 
amended,  and  provisions  of  other  laws 
administered  by  the  Urban  Mass 
Transportation  Administrator. 

(b)  This  part  implements  the  project 
and  financial  management  provisions  of 
OMB  Circular  A-102,  with  the  exception 
of  Attachment  O,  Procurement,  and 
Attachment  B,  Bonding  and  Insurance, 
which  are  implemented  by  Part  666  of 
this  Chapter.  This  part  also  implements 
the  applicable  provisions  of  Department 
of  Transportation  Order  4600.9B, 
“Uniform  Administrative  Requirements 
for  Grants-in-Aid  to  State  and  Local 
Governments." 

§  658.3  Applicability. 

(a)  This  part  applies  to  all  recipients 
of  Federal  financial  assistance  under 
sections  3,  5,  6,  8,  and  10  of  the  Urban 
Mass  Transportation  Act  of  1964,  as 
amended,  sections  103(e)(4)  and  142  of 
Title  23  U.S.C.,  and  section  175  of  the 
Clean  Air  Act  Amendments  of  1977. 

§  658.5  Project  management  procedures 
for  grantees. 

In  accepting  Federal  assistance,  each 
recipient  to  which  this  part  applies 
agrees  to  adhere  to  the  procedures  and 
requirements  of  UMTA  Circular  5010.1. 
“Project  Management  Procedures  for 
Grantees,"  which  is  set  out  in  Appendix 
A. 

Appendix — UMTA  Project  Management 
Guidelines  for  Grantees  (UMTA  C  5010.1) 

1.  Purpose.  This  circular  provides  project 
management  guidance  for  grant  recipients 
pursuant  to  Sections  3,  5,  6,  8,  and  10  of  the 
Urban  Mass  Transportation  Act  of  1964,  as 
amended,  49  U.S.C.  §  1601  et  seq.:  Sections 
103(e)(4)  and  142  of  Title  23  U.S.C.,  and  §  175 
of  the  Clean  Air  Act  Amendments  of  1977,  42 
U.S.C.  §  7505. 

2.  Cancellation,  a.  “Guidelines  for  Project 
Administration,"  External  Operating  Manual 
(EOM),  Ghapter  111,  UMTA  1000,2,  Chg.  2. 
dated  3-11-74. 

b.  UMTA  C  2300.2,  “Letter  of  Credit 
Procedures  for  Recipient  Organizations 
Under  the  Treasury  Regional  Disbursing 
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Office  System,”  dated  3-21-78  (previously 
issued  as  UMTA  C  5200.1). 

3.  References,  a.  Office  of  Management 
and  Budget  (OMB)  Circular  A-102,  “Uniform 
Administrative  Requirements  for  Grants-In- 
Aid  to  State  and  Local  Governments,”  dated 
9-12-77. 

b.  Office  of  Management  and  Budget 
(OMB)  Qrcular  A-110,  “Uniform 
Administrative  Requirements  for  Grants  and 
Agreements  with  Institutions  of  Higher 
Education,  Hospitals  and  Other  Nonprofit 
Organi^tions,”  dated  7-30-76. 

c.  Sections  3,  5,  6,  8, 10  and  19  of  the  Urban 
Mass  Transportation  Act  of  1964,  as 
amended.  49  U.S.C.  §  1601  etseq. 

d.  Title  23,  United  States  Code.  Highways. 

e.  Title  42,  United  States  Code.  The  Public 
Health  and  Welfare. 

f.  “Uniform  Relocation  Assistance  and 
Real  Property  Acquisition  Policies  Act  of 
1970,”  42  U.S.C.  §  4601  et  seq. 

g.  Office  of  Management  and  Budget 
(OMB)  Circular  A-21,  Revised,  “Cost 
Principles  for  Educational  Institutions,”  dated 

2- 26-79. 

h.  Federal  Management  Circular  (FMC)  74- 
4,  “Cost  Principles  Applicable  to  Grants  and 
Contracts  with  State  and  Local 
Governments,”  dated  7-18-74. 

i.  OMB  Circular  A-73,  “Audit  of  Federal 
Operations  and  Programs,”  dated  3-15-78. 

j.  Department  of  the  Treasury  Circular 
1075, 4th  Revision,  December,  1977. 

k.  Part  205,  Chapter  II,  Title  31  CFR. 

l.  Chapter  2000,  Part  6,  Treasury  Fiscal 
Requirements  Manual. 

m.  UMTA  C  1155.1,  “UMTA  Interim  Equal 
Employment  Opportunity  Policy  and 
Requirements  for  Grant  Recipients,”  dated 
12-30-77. 

n.  UMTA  C  1160.1,  “UMTA  Guidelines  for 
Title  VI  Information  Specific  to  UMTA 
Programs,”  dated  12-30-77. 

o.  UMTA  C  1165.1,  “UMTA  Interim 
Minority  Business  Enterprise  Policy  and 
Grant  Requirements  for  Grant  Recipients,” 
dated  12-30-77. 

p.  UMTA  C  4220.1,  “Third-Part  Contracting 
Guidelines,”  in  final  drafting. 

q.  UMTA  C  4530.1,  “Land  Acquisition  and 
Relocation  Assistance  Under  the  Urban  Mass 
Transportation  Act  of  1964,  as  amended,” 

3- 21-78. 

r.  OMB  Circular  A-122,  “Cost  Principles 
for  Non-Profit  Organizations,"  dated  6-27-80. 

s.  Department  of  Health  and  Human 
Services  (HHS)  Publication  No.  OASC-10,  “A 
Guide  for  Local  Government  Agencies — Cost 
Principles  and  Procedures  for  Establishing 
Cost  Allocation  Plans  and  Indirect  Cost  Rates 
for  Grants  and  Contracts  with  the  Federal 
Government."  (Guides  are  also  available  for 
universities  and  non-profit  organizations. 
They  may  be  obtained  from  HEW  Regional 
Offices  or  the  Government  Printing  Office 
Washington,  D.C.) 

4.  Background.  This  circular  provides 
general  guidance  relating  to  project 
management  procedures  for  grantees  under 
Sections  3,  5, 6,  8,  and  10  of  the  Urban  Mass 
Transportation  Act  of  1964,  as  amended. 
Sections  103(e)(4)  of  142  of  Title  23  of  the 
United  States  Code  (U.S.C.),  and  Section  175 
of  the  Clean  Air  Act  Admendments  of  1977, 
42  U.S.C.  §  7505.  These  procedures  are 


intended  to  assist  grantees  in  administering 
UMTA-funded  projects  and  meeting  the 
various  grant  responsibilities  and  reporting 
requirements.  For  additional  guidance  on 
specific  areas  such  as  civil  rights,  relocation, 
cost  principles,  and  third  party  contracting, 
refer  to  materials  listed  above  in  paragraph  3, 
References.  Recipients  should  also  be  aware 
of  the  applicable  environmental  elderly  and 
handicapped,  and  other  regulatory 
requirements, 

Theodore  C.  Lutz, 

Administrator. 
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CHAPTER  I— PROJECT 
ADMINISTRATION 

I.  Project  Administration  and 
Management 

1.  Introduction.  This  circular  is 
intended  to  provide  grantees  with 
procedures  and  guidelines  to  be  applied 

.  in  administering  UMTA  grants, 
cooperative  agreements,  and/or  loans, 
(hereafter  collectively  referred  to  as 
"grants’’)  and  addresses  projects  under 
Sections  3,  5,  6,  8,  and  10  of  the  Urban 
Mass  Transportation  Act  of  1964  as  , 
amended.  Title  23  U.S.C.  Sections 
103(c](4]  and  (142),  and  Section  175  of 
the  Clean  Air  Act  Amendments  of  1977, 
42  U.S.C.  §  7505. 

Chapter  I  of  this  circular  deals  with 
Project  Administration  and 
Management,  Chapter  II  with  Financial 
Management,  and  Chapter  III  with 
Payment  Procedures.  'The  terms  grantee 
and  recipient  as  used  hereafter  apply  to 
all  assistance  recipients.  The  term 
“project”  refers  to  the  grant  or 
cooperative  agreement  project  described 
in  the  agreement  signed  by  UMTA  and 
the  recipient. 

2.  Notice  of  Project  Approval.  When  a 
project  has  been  approved,  the  recipient 
is  notified  of  that  approval  by  a  letter 
from  UMTA.  This  letter  also  sets  forth 
any  special  conditions  under  which  the 
project  is  approved  and  transmits  copies 
of  the  grant  agreement  and  the  approved 
project  budget.  Effective  on  the  date  of 
the  approval  letter,  the  recipient  may 
begin  to  incur  costs  on  the  project. 
However,  requisistions  for  Federal  grant 
or  loan  funds  will  not  be  honored  until 
the  grant  or  loan  agreement  has  been 
executed  by  both  UMTA  and  the 
grantee.  In  addition,  for  Section  3  and 
Section  5  projects,  a  proper  authorizing 
resolution  must  be  received  by  UMTA 
before  requisitions  will  be  paid. 

a.  Project  Authority.  In  general,  the 
UMTA  regional  offices  are  the 
responsible  UMTA  authorities  in  project 


management  for  all  projects  except 
those  under  Sections  6, 10,  and  11, 
responsibility  for  which  remains  with 
UMTA  headquarters  offices  in 
Washington,  D.C.  Regional  offices 
should  be  kept  informed  of  the  status  of 
those  projects  for  which  headquarters 
offices  are  responsible. 

b.  Execution  of  Grant  Agreement.  'The 
cognizant  UMTA  office  will  send  four 
copies  of  the  grant  agreement  to  the 
recipient  after  project  approval.  The 
recipient  should  execute  and  date  the 
copies  in  accordance  with  the 
instructions  provided  and  return  two  of 
them  to  the  appropriate  UMTA  office. 
UMTA  must  be  advised  promptly  if  the 
grant  document  cannot  be  executed  by 
the  recipient  within  60  days. 

3.  Grantee  Responsibilities  for  Project 
Administration  and  Management.  The 
recipient  is  responsible  for 
administration  and  management  of  the 
project  and  compliance  with  terms  and 
conditions  of  the  grant  agreement  and 
the  requirements  stated  in  this  circular 
and  other  applicable  circulars  and 
regulations.  It  is  the  responsibility  of  the 
recipient  to:  a.  Provide  continuous 
administrative  and  management 
direction  of  project  operations; 

b.  Provide,  directly  or  by  contract, 
adequate  technical  inspection  and 
supervision  by  qualified  professionals  of 
all  work  in  progress, 

c.  Assure  conformity  to  grant 
agreements,  applicable  statutes,  codes, 
ordinances,  and  safety  standards. 

d.  Maintain  the  project  work  schedule 
developed  during  the  first  quarter  of  the 
project  and  constantly  monitor  the 
performance  to  assure  that  schedules 
are  met  and  other  performance  goals  are 
being  achieved. 

e.  Keep  expenditures  within  the  latest 
approved  project  budget: 

f.  Assure  compliance  with  UMTA 
requirements  on  the  part  of  agencies, 
consultants,  contractors,  and 
subcontractors  working  imder  approved 
third  party  contracts  or  interagency 
agreements;  and 

g.  Request  and  withdraw  Federal  cash 
only  in  amounts  and  at  times  as  needed 
to  make  payments  that  are  immediately 
due  and  payable. 

4,  Project  Reporting  Requirements. 
UMTA  requires  several  types  of  reports 
in  order  to  adequately  monitor  project 
progress.  The  procedures  are  designed 
to  place  responsibility  on  recipients  for 
management  of  day-to-day  operations  of 
UMTA  grant-supported  projects. 

a.  Quarterly  Progress  Reports.  UMTA 
requires  quarterly  progress  performance 
reports  on  all  projects,  except  Section  5 
Operating.  Recipients  of  Section  5 
Operating  Assistance  grants  need  only 
submit  a  quarterly  Statement  of 


Revenues  and  Expenses  instead  of  a 
quarterly  progress  report  (Figure  I-l  is  a 
sample  of  a  Statement  of  Revenues  and 
Expenses).  UMTA  may  also  require 
other  special  reports  or  quarterly  project 
management  meetings  due  to  the 
magnitude  and  complexity  of  major 
projects.  Final  project  reports  are 
required  before  grant  closeout  and  are 
briefly  discussed  in  paragraph  1-13. 

As  a  minimum,  each  quarterly 
performance  report  shall  address  the 
following,  relating  the  narrative  to 
individual  budget  line  items:  (1)  A 
comparison  of  actual  accomplishments 
to  the  objectives  established  for  the 
period.  Accomplishments  should  include 
items  such  as  specifications  written, 
bids  solicited,  bid  protests,  contracts 
awarded,  equipment  received,  and 
equipment  disposed  of.  For  planning 
projects,  accomplishments  should 
include  items  such  as  major  work  tasks 
started,  completed,  or  in  progress  for 
each  budget  line  item;  also,  the  percent 
of  work  completed  and  the  percent  of 
the  budget  expanded  by  budget  line 
items  should  be  included.  Where 
possible,  accomplishments  (represented 
by  quantitative  data  such  as  hours 
worked,  units,  tasks,  or  sections 
completed,  etc.)  should  be  related  to 
expenditures  for  the  same  period. 
Recipients  must  submit  an  activity 
schedule  (bar  chart,  critical  path  exhibit) 
by  the  time  the  first  quarterly  report  is 
submitted: 

(2)  Reasons  why  objectives  were  not 
met,  identifying  problem  areas  and  the 
planned  approach  to  resolution  of  the 
problems; 

(3)  Other  pertinent  information 
including,  when  appropriate,  analysis 
and  explanation  of  cost  overruns  or  high 
cost  units; 

(4)  Significant  events  affecting  the 
project,  both  positively  and  negatively; 

(5)  Projected  activities  for  the  next 
quarter  and  steps  anticipated  in  carrying 
them  out; 

(6)  Changes  in  scope,  budget,  and 
activities  since  last  quarter, 

(7)  Anticipated  changes  in  upcoming 
activities  whether  or  nor  prior  approval 
or  amendments  are  needed;  and 

(8)  Estimated  completion  dates, 
percent  complete,  and  funds  required  for 
completion  (not  required  for  Section  8 
projects). 

Photographs,  though  not  required,  are 
helpful  in  evaluating  progress  on  capital 
projects. 

b.  Financial  Reports.  Financial  reports 
may  either  be  in  the  form  of  a  Financial 
Status  Report  or  a  Report  of  Federal 
Cash  Transactions.  These  reports  are 
discussed  separately  in  Chapter  II  of 
this  circular  and  should  accompany  the 
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quarterly  progress  reports  when 
submitted  to  UMTA. 

c.  Minority  Business  Enterprise 
(MBE)  Reports.  UMTA  C  1165.1  contains 
requirements  for  quarterly  MBE  reports. 
Grantees  may  submit  such  reports 
together  with  the  other  quarterly  reports 
described  herein.  See  UMTA  C  1165.1 
for  details  on  the  MBE  reports,  including 
applicable  threshold  limits. 

d.  Significant  Events.  Between 
required  quarterly  progress  reporting 
dates,  events  may  occur  which 
significantly  impact  the  project. 

Reporting  shall  include  events  which 
will  either  delay  completion  of  the  . 
project  or  will  otherwise  impact  the 
attainment  of  the  project  objectives  or 
schedule.  In  such  cases,  the  recipient 
shall  inform  the  cognizant  UMTA  office 
as  soon  as  possible  (normally  within  a 
week)  after  such  conditions  develop. 
Conditions  in  this  category  include:  (1) 
Problems,  delays,  or  adverse  conditions 
which  will  materially  affect  the  ability 
to  attain  program  objectives,  prevent  the 
meeting  of  time  schedules  and  goals,  or 
preclude  the  attainment  of  project  work 
units  by  established  time  periods.  This 
disclosure  should  convey  the  action 
taken  or  contemplated,  and  any  Federal 
assistance  needed  to  resolve  the 
situation. 

(2)  Favorable  developments  or  events 
which  enable  meeting  time  schedules 
and  goals  sooner  than  anticipated  or 
producing  more  work  units  than 
originally  projected. 

e.  Report  Due  Dates.  Quarterly  reports 
are  to  be  submitted  to  the  cognizant 
program  office  within  30  days  after  the 
end  of  the  calendar  quarter.  At  year- 
end,  grantees  may  submit  reports  within 
90  days  of  the  end  of  the  period.  The 
original  and  one  copy  of  each  report 
should  be  submitted  to  the  appropriate 
office.  (For  Section  175  grants,  one  copy 
of  the  report  should  also  be  sent  to 
EPA.)  Note  that  payments  may  be 
withheld  for  failure  to  submit  these 
reports  on  time. 

5.  Budget  Revisions  and  Project 
Amendments. — a.  General.  A  grant 
obligates  the  recipient  to  undertake  and 
complete  the  project  as  described  in  the 
grant  agreement.  The  grant  budget,  as 
used  in  this  circular,  means  the 
approved  financial  plan  for  both  UMTA 
and  recipient  shares  to  carry  out  the 
purpose  of  the  grant.  This  plan  is  the 
financial  expression  of  the  approved 
project.  During  the  course  of  the  project 
it  may  become  necessary  to  revise  the 
budget  or  amend  the  grant  agreement. 

b.  Budget  Revisions.  A  budget 
revision  is  defined  as  a  transfer  of  funds 
between  direct  or  indirect  cost  line 
items  which  does  not  affect  the  scope, 
design,  or  total  dollar  amount  of  the 


project.  The  approved  project  budget  is 
enclosed  with  the  project  approval 
letter.  The  recipient  is  responsible  for 
controlling  and  monitoring  all  project 
undertakings  to  ensure  they  are  in 
accordance  with  the  approved  budget. 
Recipients  must  obtain  UMTA 
concurrence  for  budget  revisions  if  the 
proposed  revisions  meet  the  criteria 
contained  in  paragraph  5c  below.  All 
requests  for  budget  revisions  should  be 
sent  to  the  appropriate  UMTA  regional 
or  headquarters  office.  Recipients 
should  notify  the  appropriate  UMTA 
office  of  all  budget  revisions  even  if  no 
prior  UMTA  approval  is  required. 

c.  Approval  Requirements  for  Budget 
Revisions.  The  recipient  must  request 
prior  approval  from  UMTA  for  certain 
proposed  budget  revisions.  Approval 
requests  should  be  sent  to  the 
appropriate  UMTA  office.  Requests 
must  be  made  whenever:  (1)  The  Federal 
share  exceeds  $100,000  and  the 
cumulative  amount  of  transfers  in  the 
proposed  revision  among  direct  cost 
categories  exceeds  or  is  expected  to 
exceed  ten  percent  of  the  total  grant 
budget.  No  transfer  is  permitted  which 
would  cause  UMTA  funds  to  be  used  for 
purposes  other  than  those  specified  in 
the  grant  agreement; 

(2)  The  revision  involves  the  transfer 
of  amounts  between  indirect  and  direct 
costs; 

(3)  The  revisions  pertain  to  the 
addition,  or  deletion  of  items  requiring 
approval  in  accordance  with  the 
provisions  of  Federal  Management 
Circular  74-4,  “Cost  Principles 
Applicable  to  Grants  and  Contracts 
With  State  and  Local  Governments”  or 
Office  of  Management  and  Budget 
Circular  A-21,  Revised,  “Cost  Principles 
for  Educational  Institutions."  This 
includes  equipment  items;  or 

(4)  The  revision  would  transfer  funds 
between  construction  and 
nonconstruction  work. 

d.  Budget  Format.  If  a  revised  budget 
is  required,  it  should  include  the  same 
overall  information  as  the  current 
approved  project  budget.  It  is 
recommended  the  revised  budget  follow 
a  three  column  format;  Column  A,  the 
current  approved  budget.  Column  B,  the 
change  in  each  line  item,  and  Column  C, 
the  revised  budget  line  items  (Column  A 
plus  Column  B).  In  accordance  with  the 
above,  the  original  and  two  copies  of  a 
proposed  revision,  dated,  numbered 
consecutively,  together  with  an 
explanation  of  each  change,  should  be 
submitted  to  UMTA  for  approval.  This 
explanation  should  identify  and  fully 
explain  those  events  which  have  made  a 
budget  revision  necessary  and  their 
impact  on  the  project.  In  cases  where 
the  recipient  makes  a  change  in  the 


project  budget  which  does  not  require 
prior  UMTA  approval  under  paragraph 
5c  above,  a  copy  of  the  revised  budget 
and  an  explanation  should  be  submitted 
to  UMTA  as  part  of  the  next  quarterly 
progress  report,  fur  information 
purposes  only. 

e.  Project  Amendments.  VTo\ec\. 
amendments  are  required  when  the 
recipient  desires  to: 

(1)  Change  the  scope  of  the  project; 

(2)  Alter  the  design  of  the  project; 

(3)  Increase  the  amount  of  Federal 
funds;  or 

(4)  Change  administrative  procedures. 

These  activities  may  be  undertaken 

prior  to  the  issuance  of  an  amendment, 
if  approved  in  writing,  in  advance,  by 
UMTA. 

f.  Required  Documents — 

Amendments.  Any  request  to  amend  the 
grant  must  be  submitted  by  letter  to  the 
appropriate  UMTA  regional  or 
headquarters  office.  Grant  amendment 
requests  should  contain  an  original  and 
one  copy  of: 

(1)  A  letter  of  request; 

(2)  Specific  identification, 
explanation,  and  justification  of  the 
change  in  scope  of  project,  design,  or 
funding; 

(3)  A  revised  Standard  Form  (SF)  424 
if  there  is  a  change  in  the  grant  amount 
or  the  project  period; 

(4)  A  proposed  revised  budget  and 
budget  form  80-RO-186,  and 

(5)  If  required,  evidence  of  the 
availability  of  appropriate  local 
matching  funds. 

Note  that  amendments  to  transfer  a 
grantee  to  the  letter  of  credit  payment 
method  do  not  require  these  documents. 

g.  Other  Requirements — Amendments. 
Upon  submission  by  the  recipient  of  a 
proposed  change,  and  depending  on  the 
extent  of  the  change  in  scope,  design, 
and  funding  being  proposed,  UMTA  will 
determine  whether  it  is  necessary  to 
hold  new  public  hearings,  prepare  a  new 
environmental  impact  statement,  revise 
the  annual  element  of  the 
Transportation  Improvement  Plan  (TIP), 
require  possible  local  action  by  the 
planning  organization,  and/or  submit 
additional  documentation.  Additionally, 
a  new  13(c)  certification  by  the  U.S. 
Department  of  Labor  may  be  required 
for  Section  3  and  Section  5  projects. 

h.  Amendment  Approval.  Approval  of 
an  increase  in  funding  for  a  Federal 
grant  or  loan,  or  a  change  in  project 
scope  will  depend  upon  the  adequacy  of 
the  justification  presented  by  the 
recipient  and  the  availability  of  funds. 

6.  Use  and  Disposition  of  Project 
Property. — a.  Definitions.  The  following 
definitions  apply  for  UMTA  properly 
management  standards:  (1)  Real 
property.  Real  property  means  land. 
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including  land  improvements,  structures, 
and  appurtenances  affixed  thereto, 
excluding  movable  machinery  and 
equipment. 

(2)  Personal  property.  Personal 
property  of  any  kind  except  real 
property.  It  may  be  tangible-having 
physical  existence,  or  intangible-having 
no  physical  existence,  such  as  patents, 
inventions,  and  copyrights. 

(3)  Nonexpendable  personal  property. 
Nonexpendable  personal  property 
means  tangible  personal  property 
having  a  useful  life  of  more  than  one 
year  and  an  acquisition  cost  of  $300  or 
more  per  unit.  Recipients  subject  to 
Accounting  Standards  Board  regulations 
may  use  the  CASE  standard  of  $500  or 
more  per  item  and  a  useful  life  of  two  or 
more  years. 

(4)  Expendable  personal  property. 
Expendable  personal  property  refers  to 
all  tangible  personal  property  other  than 
nonexpendable  property. 

b.  Real  Property  Standards.  The 
following  requirements  concern  the  use 
and  disposition  of  real  property  funded 
partly  or  wholly  by  UMTA:  (1)  Title  to 
real  property  shall  be  vested  in  the 
recipient  subject  to  the  condition  that 
the  recipient  shall  use  the  real  property 
for  the  authorized  purpose  of  the 
original  grant  as  long  as  needed. 

(2)  The  recipient  shall  obtain  approval 
by  UMTA  for  the  use  of  the  real 
property  in  other  projects  when  the 
grantee  determines  that  the  property  is 
no  longer  needed  for  the  original  grant 
purposes.  Use  in  other  projects  shall  be 
limited  to  those  under  other  Federal 
grant  programs,  or  programs  that  have 
purposes  consistent  with  those 
authorized  for  support  by  the  grantor. 

(3)  When  the  real  property  is  no 
longer  needed  as  provided  in  (1)  and  (2) 
above,  the  recipient  shall  request 
disposition  instructions  from  UMTA. 

The  recipient  will  receive  one  of  the 
following  disposition  instructions  from 
UMTA;  (a)  The  recipient  may  be  . 
permitted  to  retain  title  after  it 
compensates  UMTA  in  an  amount 
computed  by  applying  the  Federal 
percentage  of  participation  in  the  cost  of 
the  original  project  to  the  fair  market 
value  of  the  property. 

(bj  The  recipient  may  be  directed  to 
sell  the  property  and  pay  UMTA  an 
amount  computed  by  applying  the 
Federal  percentage  of  participation  in 
the  cost  of  the  original  project  to  the 
proceeds  from  sale  (after  deducting 
actual  and  reasonable  selling  and  fix-up 
expenses,  if  any,  from  the  sales 
proceeds).  When  the  recipient  is 
authorized  or  required  to  sell  the 
property,  proper  sales  procedures  shall 
be  established  that  provide  for 


45,  No.  178  /  Thursday,  September  11, 


competition  to  the  extent  practicable 
and  result  in  the  highest  possible  return. 

(c)  The  recipient  may  be  directed  to 
transfer  title  to  the  property  to  UMTA 
provided  that  in  such  cases  the  recipient 
shall  be  entitled  to  compensation 
computed  by  applying  the  recipient’s 
percentage  of  participation  in  the  cost  of 
the  program  or  project  to  the  current  fair 
market  value  of  the  property. 

c.  Federally  Owned  Nonexpendable 
Personal  Property.  Title  to  federally 
owned  property  remains  vested  in  the 
Federal  Government.  Recipients  shall 
submit  annually  an  inventory  listing  of 
federally  owned  property  in  their 
custody  to  the  Federal  agency.  Upon 
completion  of  the  agreement,  or  when 
the  property  is  no  longer  needed,  the 
grantee  shall  report  the  property  to 
UMTA  for  further  agency  utilization. 
UMTA  will  issue  appropriate 
disposition  instructions  to  the  recipient 
after  completion  of  the  agency’s  review. 

d.  Property  Management  Standards 
for  Other  Nonexpendable  Property. 
Nonexpendable  personal  property 
acquired  entirely  with  local  funds  is  the 
property  of  the  recipient.  Recipients  are 
free  to  use  and  dispose  of  this  property 
as  they  see  fit  unless  the  property  is 
included  as  revenue  financing  for  a 
subsequent  grant.  When  other 
nonexpendable  tangible  property  is 
acquired  by  a  recipient  with  project 
funds,  title  shall  not  be  taken  by  UMTA 
but  shall  vest  in  the  grantee  subject  to 
the  following  conditions:  (1)  Right  to 
transfer  title.  For  items  of 
nonexpendable  personal  property 
having  a  imit  acquisition  cost  of  $1,000 
or  more,  UMTA  may  reserve  the  right  to 
require  the  grantee  to  transfer  the  title  to 
the  Federal  Government  or  to  a  third 
party  named  by  UMTA  when  such  third 
party  is  otherwise  eligible  under  existing 
statutes.  Under  such  conditions  the 
property  shall  be  appropriately 
identified  in  the  grant  or  otherwise 
made  known  to  the  grantee  in  writing. 
UMTA  will  issue  disposition 
insturctions  within  120  calendar  days  ^ 
after  the  end  of  the  Federal  support  of 
the  project  for  which  it  was  acquired. 

(2)  If  UMTA  does  not  reserve  the  right 
to  transfer  title,  the  grantee  shall  use  the 
property  in  the  project  or  program  for 
which  it  was  acquired  as  long  as 
needed,  whether  or  not  the  project  or 
program  continues  to  be  supported  by 
Federal  funds.  When  no  longer  needed 
for  the  original  project  or  program,  the 
recipient  shall  use  the  property  in 
connection  with  its  other  federally 
sponsored  activities,  in  the  following 
order  of  priority:  (a)  Activities 
sponsored  by  UMTA. 

(b)  Activities  sponsored  by  other 
Federal  agencies. 
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(3)  Shared  Use.  During  the  time  that 
nonexpendable  personal  property  is 
used  on  the  project  or  program  for  which 
it  was  acquired,  the  grantee  shall  make 
it  available  for  use  on  other  projects  or 
programs  if  such  other  use  will  not 
interfere  with  the  work  on  the  project  or 
program  for  w'hich  the  property  was 
originally  acquired.  First  preference  for 
such  other  use  shall  be  given  to  other 
projects  or  programs  sponsored  by 
UMTA:  second  preference  shall  be  given 
to  projects  or  programs  sponsored  by 
other  Federal  agencies.  If  the  property  is 
owned  by  the  Federal  Government,  use 
on  other  activities  not  sponsored  by  the 
Federal  Government  shall  be 
permissible  if  authorized  by  UMTA. 

User  charges  should  be  considered  if 
appropriate. 

(4)  Insurance.  For  captial  grants  the 
grantees  must  maintain  insurance/self¬ 
insurance  adequate  to  cover  facilities 
and/or  equipment  during  the  useful  life. 
When  the  insured  property  is  damaged 
or  destroyed,  UMTA  must  be 
reimbursed  for  its  share  of  the  insured 
claim. 

e.  Disposition  Standards  for  Other 
Nonexpendable  Property.  When  the 
recipient  no  longer  needs  the  property 
for  which  it  maintained  title,  nor  uses 
the  property  in  connection  with  its  other 
sponsored  activities,  the  property  shall 
be  disposed  of  in  accordance  with  the 
following  standards: 

(1)  For  nonexpendable  property  with  a 
unit  acquisition  cost  of  less  than  $1,000: 
The  recipient  may  use  the  property  for 
other  activities  without  reimbursement 
to  UMTA  or  sell  the  property  and  retain 
the  proceeds. 

(2)  For  nonexpendable  personal 
property  with  a  unit  acquisition  cost  of 
$1,000  or  more  the  recipient  must 
request  disposition  instructions  from 
U^^A.  The  request  for  instructions 
should  include  the  following, 
information;  a  list  of  the  equipment  to  be 
disposed,  individual  dates  of  purchase; 
unit  acquisition  cost,  current  fair  market 
value,  current  condition  of  the 
equipment,  and  proposed  disposition. 
The  UMTA  project  manager  will  issue 
instructions  to  the  recipient  within  120 
days  with  regard  to  the  following 
procedures:  (a)  If  the  grantee  is 
instructed  to  ship  the  property 
elsewhere,  the  grantee  will  be 
reimbursed  by  the  benefiting  Federal 
agency  with  an  amount  computed  by 
applying  the  percentage  of  the  grantee’s 
participation  in  the  grant  program  to  the 
current  fair-market  value  of  the 
property,  plus  any  shipping  or  interim 
storage  costs  incurred. 

(b)  If  the  grantee  is  instructed  to 
otherwise  dispose  of  the  property,  it  will 
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be  reimbursed  by  UMTA  for  such  costs 
incurred  in  its  disposition. 

(c)  If  disposition  instructions  are  not 
issued  within  120  calendar  days  after 
reporting,  the  grantee  must  sell  the 
property  and  reimburse  UMTA  an 
amount  computed  by  applying  the 
percentage  of  Federal  participation  in 
the  cost  of  the  original  project  or 
program.  The  grantee  will  be  permitted 
to  retain  $100  or  10  percent  of  the 
proceeds,  whichever  is  greater,  for  the 
grantee’s  selling  and  handling  expenses. 

(d)  The  project  to  be  credited  in  a 
disposition  action  is  the  project  under 
which  the  property  was  purchased. 

f.  Disposition  Standards  for 
Expendable  Personal  Property.  When 
the  total  inventory  value  of  expendable 
personal  property  for  which  the  grantee 
has  title  exceeds  $1,000  at  the  end  or 
termination  of  the  Federal  grant,  the 
recipient  may  retain  the  property  for  its 
own  use  or  sell  the  property.  In  either 
case,  the  recipient  must  compensate 
UMTA  for  the  Federal  share  in  the  cost. 
The  amount  of  compensation  is 
computed  by  applying  the  percentage  of 
Federal  participation  in  the  grant  to  the 
current  fair-market  value  of  the 
property. 

g.  Property  Management  Controls  and 
Record  Keeping  Procedures  for 
Nonexpendable  Personal  Property.  The 
recipient  must  maintain  adequate 
control  over  its  nonexpendable  personal 
property.  At  a  minimum,  the  recipient 
shall  meet  the  following  requirements: 

(1)  Property  records  must  be  maintained 
accurately  and  provide  for  a  description 
of  the  property,  manufacturer’s  serial 
number  or  other  identification  number, 
acquisition  date  and  cost,  source  of  the 
property,  percentage  of  Federal  funds 
used  in  the  purchase  of  property, 
location,  use,  and  condition  of  the 
property,  and  ultimate  disposition  data 
including  sales  price  or  the  method  used 
to  determine  current  fair  market  value  if 
the  grantee  reimburses  UMTA  for  its 
share; 

(2)  A  physical  inventory  of  property 
must  be  taken  and  the  results  reconciled 
with  the  property  records  at  least  once 
every  two  years  to  verify  the  existence, 
current  utilization,  and  continued  need 
for  the  property; 

(3)  A  control  system  must  be  in  effect 
to  insure  adequate  safeguards  to  prevent 
loss,  damage,  or  theft  to  the  property. 
Any  loss,  damage,  or  theft  of 
nonexpendable  property  must  be 
investigated,  fully  documented,  and  if 
UMTA-owned,  reported  to  UMTA. 
UMTA  must  be  reimbursed  for  the 
Federal  share  of  the  fair  market  value  of 
this  property. 


(4)  Adequate  maintenance  procedures 
must  be  implemented  to  keep  the 
property  in  good  condition;  and 

(5]  Proper  sales  procedures  must  be 
established  for  unneeded  property  to 
assure  competition  and  the  highest 
possible  returns. 

h.  Certification  of  Use  of  Project 
Equipment.  At  the  start  of  each  calendar 
year,  UMTA  recipients  must  submit  to 
the  appropriate  UMTA  regional  office  a 
Certification  of  Use  of  Project 
Equipment.  The  certification  is  cnly  for 
the  useful  life  of  project  facilities/ 
equipment,  beginning  with  the  date  of 
purchase/installation  of  such  items,  and 
is  dependent  on  the  maintenance  of  an 
adequate  property  management  record 
system.  This  certification  should  state 
by  individual  items  under  each  grant 
that:  (1)  Equipment  and  facilities 
acquired  under  the  grant  continue  to  be 
used  for  the  purpose  for  which  the  grant 
was  approved: 

(2)  Equipment  and  facilities  do  not 
exceed  the  needs  of  the  transit 
operations; 

(3)  None  of  the  equipment  or  facilities 
have  been  sold,  damaged,  lost,  or 
otherwise  taken  out  of  transit  service; 

(4)  A  physical  inventory  and 
verification  has  been  taken  at  least  once 
during  the  preceding  two  year  period; 
and 

(5)  Exceptions  to  the  above  reporting 
items  must  be  fully  explained  (e.g.,  the 
date  the  item  was  sold,  buyer’s  name, 
and  price  paid.) 

In  addition,  UMTA  may  request  to 
examine  the  property  or  require  a  copy 
of  the  physical  inventory  of 
nonexpendable  property  be  forwarded 
to  UMTA  is  it  is  determined  to  be 
necessary  or  if  the  grantee  is  not 
submitting  the  annual  certification. 

7.  Third  Party  Contracting.  Third 
party  contracts  are  those  entered  into  by 
the  recipient  for  the  procurement  of 
supplies,  equipment,  construction,  and 
other  services  required  to  execute  a 
grant  project.  Recipients  must  follow 
certain  procedures  to  insure  that  these 
materials  and  services  are  obtained  in 
free  and  open  competition,  prices  are 
fair  and  reasonable,  and  are  in 
compliance  with  the  provisions  of 
applicable  Federal,  State,  and  local 
laws,  this  includes  affording 
procurement  opportunities  to  minority 
business  enterprises.  For  information  on 
specific  third  party  contracting 
standards,  see  OMB  Circular  A-102, 
Attachment  O  (UMTA  is  currently 
drafting  guidelines  to  implement  OMB 
Circular  A-102  Procurement  Standards 
which  will  shortly  be  released  to  UMTA 
grantees). 

8.  Retention  of  Project  Records. — a. 
Length  of  Retention.  Financial  records. 


supporting  documentation,  statistical 
records,  and  all  other  records  pertinent 
to  a  grant  must  be  retained  by  recipients 
and  made  readily  available  to 
authorized  representatives  of  the  U.S. 
Department  of  Transportation  and/or 
the  Comptroller  General  of  the  United 
States  for  a  period  of  three  years  after 
completion  of  the  project,  with  the 
following  qualifications:  (1)  If  any 
litigation,  claim,  or  audit  is  started 
before  expiration  of  the  three-year 
period,  the  records  must  be  retained 
until  all  litigation,  claims,  or  audit 
findings  involving  the  records  have  been 
resolved. 

(2)  Records  for  nonexpendable 
property  acquired  with  Federal  funds 
must  be  retained  for  three  years  after 
final  disposition. 

(3)  When  records  are  transferred  to,  or 
maintained  by  UMTA,  the  three-year 
retention  requirement  does  not  apply. 

b.  Retention  Period.  The  retention 
period  starts  on  the  date  of  submission 
of  the  final  expenditure  report,  or  on  the 
date  of  submission  of  the  annual 
Financial  Status  Report  for  grants  that 
are  renewed  annually.  Recipients 
desiring  to  substitute  microfilm  copies 
for  original  records  should  obtain  prior 
approval  from  the  appropriate  UMTA 
program  office. 

c.  Transferring  Records.  UMTA  may 
request  recipients  to  transfer  certain 
records  to  UMTA’s  custody  when  it  is 
determined  that  such  records  have  long¬ 
term  retention  value.  To  avoid  duplicate 
recordkeeping,  UMTA  may  request  that 
recipients  retain  records  continuously 
needed  for  joint  use. 

9.  Special  Requirements. — a.  Hatch 
Act  Requirements.  Chapter  15  of  Title  5 
of  the  United  States  Code  (Hatch  Act) 
provides  that  all  State  or  local  agency 
employees  who  are  engaged  in  an 
activity  financed  by  Federal 
Government  grants  or  loans  may  not  be 
candidates  for  elective  office  or  use 
their  positions  to  influence  public 
elections.  Furthermore,  those  State  and 
local  agencies  receiving  Federal 
assistance  are  prohibited  from  coercing 
their  employees  into  making  political 
contributions.  Exceptions  to  the  general 
Hatch  Act  prohibition  do  exist,  such  as 
that  for  persons  holding  elective  office. 
State  and  local  agencies  should  contact 
the  appropriate  UMTA  Regional 
Counsel  or  the  Office  of  Chief  Counsel  if 
they  have  any  questions  about  the 
specific  applicability  of  these  provisions 
to  their  situation. 

b.  Relocation  Program 
Administration.  The  Uniform  Relocation 
Assistance  and  Real  Property 
Acquisition  Policies  Act  of  1970,  as 
amended  (42  U.S.C.  4601  et.  seq.] 
authorizes  grants  for  relocation 
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payments  to  carry  out  an  approved 
program  for  the  relocation  of  families, 
individuals,  businesss  concerns,  and 
non-profit  organizations.  When  a  project 
involves  relocation  or  land  acquisition, 
the  grantee  must  submit  a  certification 
of  compliance  with  that  Act  as  part  of 
the  grant  application. 

The  certification  of  compliance  is 
acquired  by  the  recipient  at  the  local 
and/or  State  level.  The  grantee  should 
refer  to  UMTA  Circular  4530.1.  “Land 
Acquisition  and  Relocation  Assistance 
Under  The  Urban  Mass  Transportation 
Act  of  1964,  as  amended"  for  further 
instructions. 

c.  Housing  Replacement 
Requirements.  No  person  can  be 
displaced  from  his/her  residence 
because  of  a  project  until  the  grantee 
has  made  decent,  safe,  and  sanitary 
replacement  housing  available  to  them. 
Such  replacement  housing  must  be 
located  in  areas  generally  not  less 
desirable  with  respect  to  public  utilities 
and  public  and  commercial  facilities, 
reasonably  accessible  to  their  places  of 
employment,  at  rents  or  prices  within 
their  financial  means,  and  must  Be  fair 
housing  (i.e.,  open  to  all  persons 
regardless  of  race,  color,  religion,  sex.  or 
national  origin).  No  grant  agreement 
which  involves  displacement  will  be 
awarded  without  UMTA's  prior 
approval  of  a  relocation  plan.  UMTA 
will  not  give  such  concurrence  until  it 
has  determined  that  adequate 
replacement  housing  has  been  made 
available  to  all  persons  to  be  displaced. 
When  relocation  is  involved  in  the 
project,  grantees  must  follow 
instructions  contained  in  UMTA  C 
4530.1.  UMTA  may  waive  these 
requirements  at  its  discretion.  Where 
State  or  local  law  conflicts  with  Federal 
law,  the  grantee  must  comply  with 
Federal  law  in  order  to  be  reimbursed. 
Costs  incurred  to  comply  with  State 
laws  which  are  not  expressly  authorized 
by  Federal  law  are  not  eligible  project 
costs. 

d.  Agreements — Relocation  and/or 
Rearrangement  of  Utilities  and 
Facilities.  The  construction  of  transit 
systems  may  require  the  relocation  and/ 
or  rearrangement  of  privately  and 
publicly  owned  facilities.  These 
facilities  include,  but  are  not  limited  to: 

(1)  systems  and  physical  plant  for 
producing,  transmitting  or  distributing 
communications,  electricity,  gas,  oil. 
crude  products,  water,  steam,  waste, 
storm  water,  or  other  like  substances;  (2) 
publicly  owned  fire  and  police  signal 
systems:  and  (3)  railroads  and  streets, 
which  directly  or  indirectly  serve  the 
public  or  any  part  thereof.  Relocating 
and/or  rearranging  utilities  and  facilities 


necessary  to  accommodate  an  UMTA 
funded  transit  system  may  be 
considered  an  UMTA  project  activity 
and  thereby  legally  eligible  for  funding 
from  the  UMTA  share  of  project  funds 
(UMTA  funding).  Exception  to  this 
includes  those  situations  where  State  or 
local  law  expressly  prohibits  the 
financing  of  such  by  the  public  entity. 
Additional  information  is  contained  in 
UMTA  C  4530.1. 

(1)  Eligibility  For  UMTA  Funding.  In 
order  to  qualify  for  UMTA  funding,  the 
recipient  must  execute  an  agreement  for 
relocating  or  rearranging  facilities  with 
the  entity  responsible  for  the  facilities 
prescribing  the  procedures  for  the 
relocation  and/or  rearrangement  of  the 
facilities  for  the  purpose  of 
accommodating  the  construction  of  the 
UMTA  funded  project.  These 
agreements  are  distinguishable  from 
third  party  contracts  in  that:  (a)  Only 
actual  allowable,  allocable,  and 
reasonable  costs  are  reimbursable,  and 
no  profit  is  allowed;  and 

(b)  Reimbursement  is  limited  to  the 
amount  necessary  to  relocate  and/or 
rearrange  the  facilities  to  effect  a 
condition  equal  to  the  existing  utility 
facilities.  Generally,  reimbursement 
would  not  provide  for  greater  capacity, 
capability,  durability,  efficiency  or 
function,  or  other  betterments. 
Agreements  with  governmental  entities 
are  further  distinguishable  in  that 
“overhead”  type  cost  are  not  eligibile  for 
reimbursement  from  UMTA  funds. 

e.  Leasing  Agreements — Project 
Equipment  and  Facilities.  The  recipient 
may  enter  into  a  contract  for  the  leasing 
of  its  project  equipment  and  facilities 
with  a  private  operator.  Under  this 
arrangement  the  recipient  should 
include  the  following  provisions  in  the 
proposed  lease  agreement:  (1)  Unless 
otherwise  agreed  to  by  UMTA,  project 
equipment  shall  be  operated  by  the 
lessee  to  serve  the  best  interest  and 
welfare  of  the  project  sponsor  and  the 
public. 

(2)  Lessee  shall  maintain  project 
equipment  at  a  high  level  of  cleanliness, 
safety,  and  mechanical  soundness  under 
maintenance  procedures  outlined  by  the 
project  sponsor.  The  project  sponsor 
and/or  UMTA  shall  have  the  right  to 
conduct  periodic  maintenance 
inspections  for  the  purpose  of 
confirming  the  existence,  condition,  and 
the  proper  maintenance  of  the  project 
equipment. 

(3)  Title  to  the  project  equipment  shall 
at  all  times  remain  with  the  recipient. 
Upon  termination  of  the  lease  agreement 
or  if  the  lessee  goes  out  of  business,  the 
project  equipment  shall  be  returned  to 
the  project  sponsor  in  the  same 
condition  as  when  it  was  received  by 


the  lessee,  reasonable  wear  and  tear 
resulting  from  use  thereof  alone 
excepted. 

(4)  Lessee  shall  carry  proper 
insurance  covering  losses  that  may  be 
incurred  as  a  result  of  the  operation  and 
maintenance  of  project  equipment,  and 
the  project  sponsor  shall  be  a  named- 
insured  upon  any  such  insurance 
policies  maintained  by  lessee.  Lessee 
shall  provide  project  sponsor  with 
certificates  indicating  that  such 
insurance  is  in  effect. 

f.  Advance  Land  Acquisition  Loans. 
The  Urban  Mass  Transportation  Act  of 
1964.  as  amended,  authorizes  UMTA  to 
make  loans  to  States,  local  public 
bodies,  and  agencies  thereof  to  finance 
the  acquisition  of  real  property  and 
interests  in  real  property  for  use  as 
right-of-ways,  station  sites,  and  related 
purposes.  Projects  funded  as  loans  are 
managed  similarly  to  grant  projects  with 
the  following  minor  exceptions:  (1) 
Actual  construction  of  mass 
transportation  facilities  must  begin 
within  10  years  from  the  date  of  the 
loan; 

(2)  Loans  are  to  be  repaid  at  the  end 
of  the  ten-year  period  in  cash,  in  one 
lump  sum  of  both  principal  and  interest; 
and, 

(3)  Within  the  ten-year  period,  a  loan 
can  be  converted  to  a  capital  grant. 

For  further  information  the  grantee 
should  contact  the  cognizant  UMTA 
regional  office. 

g.  Copyrights  and  Rights  in  Data.  All 
“subject  data”  first  produced  in  the 
performance  of  an  UMTA  grant  is  the 
sole  property  of  UMTA.  The  recipient 
agrees  not  to  assert  any  rights  or  equity 
and  not  to  establish  any  claims  to 
statutory  copyright  in  such  data.  Except 
for  its  own  internal  use,  the  recipient 
may  not  publish  or  reproduce  such  data 
or  authorize  others  to  do  so  without  the 
written  consent  of  UMTA  until  such 
time  as  UMTA  may  have  released  such 
data  to  the  public.  This  requirement  is 
waived  for  Section  6  grants  to 
educational  institutions. 

h.  Patent  Rights.  All  recipients  must 
notify  the  appropriate  UMTA  office  of 
any  inventions,  improvements,  or 
discoveries  conceived  or  actually 
reduced  to  practice  by  the  recipient  or 
its  employees  in  the  course  of  or  under 
the  terms  of  this  contract.  UMTA 
determines  whether  or  not  and  where  a 
patent  application  will  be  filed,  as  well 
as  the  disposition  of  all  rights  in  such 
inventions,  improvements  and/or 
discoveries,  including  title  to  and  rights 
under  any  patent  application  or  patent 
that  may  be  issued.  The  determination 
of  UMTA  on  all  these  matters  will  be 
accepted  as  final,  and  the  recipient 
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agrees  that  it  will  be  execute  all 
documents  to  effect  the  determination. 

i.  Published  Reports.  The  following 
statement  must  appear  on  the  cover  or 
title  page  of  any  published  report 
concerning  UMTA  projects:  “The 
preparation  of  this  report  has  been 
hnanced  in  part  through  a  grant  from  the 
U.S.  Department  of  Transportation, 
Urban  Mass  Transportation 
Administration,  under  the  Urban  Mass 
Transportation  Act  of  1964,  as 
amended.” 

10.  On-site  Inspections.  UMTA  may 
conduct  periodic  on-site  inspections  of 
projects  to  evaluate  the  effectiveness  of 
the  recipient’s  arrangement  for 
supervision  and  inspection  and  to 
evaluate  the  work  done  on  the  project 
and  adherance  to  the  grant  agreement. 

In  addition,  site  visits  may  be  made 
when  information  received  from  a 
recipient  indicates  an  event  with 
significant  impact  on  the  project.  On-site 
inspections  may  also  be  made  to 
determine  whether  civil  rights  laws, 
regulations,  and  agreements  are 
adequately  carried  out.  Inspection  of 
and  concurence  by  UMTA  in  project 
work  does  not  relieve  the  recipient  of  its 
responsibilites  and  liabilities. 

a.  UMTA  Project  Team.  UMTA  may 
assign  a  project  team  from  within  its 
office  to  monitor  projects  under  its 
authority.  This  team  will  work  directly 
with  the  recipient  in  project  monitoring, 
planning,  development,  and 
implementation. 

b.  Quarterly  Project  Management 
Meetings.  Quarterly  project 
management  meetings  may  also  be 
instituted  with  selected  recipients.  The 
quarterly  meetings,  to  be  held  by  the 
respective  UMTA  regions,  in 
cooperation  with  the  appropriate 
headquarters  offices,  provide 
construction  management  briefings, 
status/progress  reports  on  the  project, 
discussion  of  all  accomplishments  and 
problems,  and  site  inspection  if 
appropriate.  These  meetings  do  not 
replace  quarterly  written  reports  unless 
a  specific  exemption  is  granted  by 
UMTA. 

11.  Suspension  of  the  Project.  If 
UMTA  determines  that  the  recipient  has 
failed  to  comply  with  the  terms  and 
conditions  of  the  grant  agreement, 
including  the  civil  rights  requirements, 
UMTA  will  notify  the  recipient  in 
writing  of  its  intent  to  suspend  the  grant. 
UMTA  may  withhold  further  payments 
and/or  prohibit  the  recipient  from 
incurring  additional  obligations  pending 
corrective  action  by  the  recipient  or  a 
decision  to  terminate  the  project  for 
cause.  This  includes  work  being 
performed  by  third  party  contractors  or 
consultants.  Suspension  will  not 


invalidate  obligations  properly  incurred 
by  the  grantee  and  concurred  in  by 
UMTA  prior  to  the  date  of  suspension 
and/or  termination,  to  the  extent  that 
they  are  noncancellable.  The  recipient 
may  appeal.  The  appeal  is  made  to  the 
appropriate  UMTA  regional  or 
headquarters  office.  Upon  receipt  of  the 
appeal,  UMTA  will  make  a  decision. 

12.  Termination  of  the  Project.  A 
project  may  be  terminated  either  for 
convenience  or  cause,  a.  Termination 
For  Couse.  UMTA  may  terminate  the 
grant,  in  whole  or  in  part,  at  any  time 
before  project  completion,  whenever  it 
determines  that  the  grantee  has  failed  to 
comply  with  the  conditions  of  the  grant 
including  civil  rights  compliance  or 
failure  to  make  reasonable  progress. 
UMTA  will  promptly  notify  the  recipient 
in  writing  of  its  intent  to  terminate  and 
the  reasons  thereof  and  the  effective 
date.  The  recipient  may  appeal.  Upon 
receipt  and  evaluation  of  the  appeal, 
UMTA  will  render  its  final  decision  on 
the  termination  of  the  project  including 
the  effectve  date.  Payments  made  to  the 
recipient  or  recoveries  by  UMTA  will  be 
in  accordance  with  the  terms  of  the 
grant  agreement  and  the  legal  rights  and 
liabilities  of  both  parties  as  defined  in 
the  agreement. 

b.  Termination  For  Convenience. 
UMTA  or  the  recipient  may  terminate  a 
grant  in  whole  or  in  part,  when  both 
parties  agree  that  the  continuation  of  the 
project  would  not  produce  results 
commensurate  with  the  further 
expenditure  of  funds.  Both  parties  must 
agree  upon  the  termination  conditions, 
including  the  effective  date  and,  in  case 
of  partial  terminations,  the  portions  to 
be  terminated.  The  recipient  may  not 
incur  new  obligations  for  the  terminated 
portion  after  the  effective  date  and  must 
cancel  as  many  outstanding  obligations 
as  possible.  UMTA  will  evaluate  each 
noncancellable  obligation  to  determine 
its  eligibility  for  inclusion  in  project 
costs.  Settlement  will  be  made  in 
accordance  with  the  terms  and 
conditions  of  the  grant  agreement. 

UMTA  allows  full  credit  to  the  recipient 
for  the  Federal  share  of  the 
noncancellable  obligations  properly 
incurred  by  the  recipient  prior  to 
termination. 

13.  Project  Closeout  Procedures. 
Closeout  is  the  process  by  which  UMTA 
determines  that  all  responsibilites  and 
work  by  the  recipient  have  been 
completed.  Grant  projects  should  be 
closed  out  within  90  days  after 
completion  of  the  activity  for  which  the 
project  was  funded.  Closeout  marks  the 
last  stage  in  the  life  cycle  of  an  UMTA 
project.  Final  closeout  activity  will  begin 
immediately  after  all  costs  are  incurred 


on  the  project  and  all  work  activities 
under  the  project  are  completed  and 
accepted  by  UMTA.  For  EPA  Section 
175  grants,  closeout  must  be  concurred 
in  by  EPA. 

Property  records  must  be  maintained 
as  long  as  the  property  is  used  by  the 
grantee,  even  if  the  grant  has  been 
closed.  Such  property  must  be  included 
in  the  certification  of  property. 

a.  Final  Financial  Settlement. 
Recipients  must  immediately  notify 
UMTA  when  all  project  activities  have 
been  completed  and  all  costs  for  these 
activities  have  been  incurred.  UMTA 
will  then  initiate  Hnal  financial 
settlement  of  the  project.  Project 
settlement  will  include:  (1)  On-site 
inspection  of  the  project  by  an  UMTA 
representative,  where  appropriate; 

(2]  Preparation  and  submission  to 
UM’TA  of  the  recipient’s  certification  of 
project  completion  within  90  days  of 
such  completion.  The  following 
information  is  required  for  all  projects 
and  should  be  submitted  to  the 
appropriate  program  office: 

(a)  A  final  Request  for  Advance  or 
Reimbursement  (SF  270),  if  the 
requisition  method  of  receiving  funds  is 
utilized,  or  a  final  Request  for  Payment 
on  Letter  of  Credit  (SF  183)  if  paid  by 
Letter  of  Credit — marked  last 
requisition/request  before  close-out,  or 
a  check  payable  to  the  Urban  Mass 
Transportation  Administration  for  the 
full  amount  of  any  Federal  grant  funds 
received  by  the  grantee  but  unexpended 
(necessary  adjustments  to  the  Federal 
share  of  costs  will  be  made  during  the 
final  audit  review); 

(b)  A  list  of  equipment  purchased  for 
the  project,  identified  individually  by 
serial  number  or  other  distinguishing 
designation  and  a  description  of 
disposition,  if  any.  The  grantee  must 
follow  the  procedures  in  Chapter  1-6  for 
disposing  of  nonexpendable  personal 
property.  If  applicable,  an  invention 
statement  should  also  be  submitted: 

(c)  A  final  Financial  Status  Report.  (SF 
269).  Section  8  projects  require  a 
Financial  Status  Report  only  at  project 
closeout.  See  Figure  1-2  for  an  example 
of  a  completed  Section  8  Financial 
Status  Report. 

(d)  A  Report  of  Federal  Cash 
Transactions,  (SF  272)  if  applicable; 

(e)  Final  project  budget,  if  different 
from  the  latest  approved  budget; 

(f)  For  Section  5  Operating  Assistance 
Grants  only — a  copy  of  a  final  audit 
report;  and 

(g)  Other  reports,  such  as  a  final 
progress  report,  if  required  as  a 
condition  of  the  grant. 

b.  Adjustments  to  Federal  Share  of 
Costs.  Necessary  adjustments  to  the 
Federal  share  of  cost  will  be  made  after 
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receipt  and  analysis  of  the  required 
close-out  information  by  the  appropriate 
UMTA  office.  Final  project  audits  will 
be  initiated  by  UMTA  upon  receipt  of 
the  project  closeout  information  listed  in 
paragraph  13a(2). 

c.  Final  Financial  Audit.  A  final 
financial  audit  of  the  books  and 
accounts  will  be  arranged  by  the 
appropriate  UMTA  office  and  any  audit 
findings  settled.  UMTA  retains  the  right 
to  recover  any  costs  disallowed  as  a 
result  of  final  audit.  The  project  will  be 
considered  closed  when  UMTA  notifies' 
the  recipient  and  forwards  final  grant 
payments,  or  when  an  appropriate 
refund  of  Federal  grant  funds  has  been 
received  from  the  grantee  and 
acknowledged  by  UMTA.  This  occurs 
after  resolution  of  all  audit  findings. 

Additional  information  on  Final 
Audits  is  located  in  Chapter  II, 
paragraph  6h(3). 


BILLING  CODE  4910-S7-M 


Federal  Register  /  Vol.  45,  No.  178  /  Thursday,  September  11. 1980  /  Proposed  Rules 


60315 


STATEMENT 
Tonawanda 
January  1, 

Expenses: 


Transportation 
Maintenance  S  Equipment 
Traffic  and  Advertising 
Administrative  &  General 
Insurance  and  Safety 
Taxes  and  Rents 
Depreciation  &  Amortization 
Interest 


(SAMPLE) 

OF  REVENUES  AND  EXPENSES 
Regional  Transit  Authority 
1977  through  June  30,  1977 


$150,200 

95,000 

5,000 

41,300 

15,000 

12,900 

83,000  -  (Ineligible) 
2,000  -  (Contra  Expense) 


$404,400 


Revenues: 


$121,800 


Passenger  Farebox 

Tokens  &  Transfers 

Charter  Bus 

Advertising 

CETA 

Interest 


$101,200  -  (Revenue) 

2,000  -  (Revenue) 

14,000  -  (Non-Transportation) 
3,100  -  (Local  Share) 

1 ,300  -  (Revenue) 

200  -  (Contra  Expense) 


Subsidies: 


$155,200 


City  of  Tonawanda 
Revenue  Sharing 
State  Elderly  Fares 
Contributed  Services 


$125,000 

10,000 

15,200 

5,000  -  (Contributed  Services 
Operating  Expense  & 
Local  Share) 


Figure  1-1 
Page  1  of  1 
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SECTION  8 


PROJECT  BUDGET 


.PROJECT  BUDGET  LINE  ITEM  /  DESCRIPTION 

FINAL 

BUDGET 

FINAL  j 
COST 

ADMINISTRATION  ' 

1.1  MPO  StcraloriBt 

1.2  program  Uenliorlag  antf  Uenagomant 

1.9  PraJacI  lod  Pregrarit  Rt«ta« 

4IA00 

•7.400 

9.S00 

41,600 

87,400 

9,600 

43,000 

85,000 

9,000 

SUBTOTAL 

UUlid!! 

■KEflilillll 

COMPREHENSIVE  TRANSPORTATION  PLANNING  PROGRAM 

2.1.  Survolllonea 

1.  Urban  TraMperlatien  Data  Rogulrtmanta 

2.  Traffic  Velama 

9.  Nlgbaoy  AecldanI 

4.  Tronill  tarvica 

9.  Tranaperiatien  Attifudinal  larvay 

C.  Envlraitmantol  impact 

7.  Lortd'Uia  and  Soda  Ccenamic  (Saa  Elamant  2.2.2) 

2.2.  Lang-Ranga  Elamattt 

1.  Leng>Rartga  Plan  Ra«lo« 

2.  Larvd'Uta  S  Soeia  Economic  Data  Molnlanonca  A  Foroeaatlng 

9.  Traval  .Damond  Foraceatlng 

2.9.  Tranipbrtatlon  Syatam  Ifonogamant  ElamanI 

1.  Traffic  Sign  Invantory  blonogamartl  Syatam 

2.  tita«ey  Plonrting  Program 

9.  Tranalt  llanagamant 

1.  Transit  Sebaduling  Managamant  Studlaa 

2.  Eldarly  and  Hondicappad  Naadc  Studlaa 

3.  Para*'tranait  Pragram  Oaatlepmant 

2.4  Tranaparlotian  Imprevamant  Pragram 

2.9  Preapactua,  Annuel  Rapert,  UP  VP,  •aralca  Daacrlptlen  Monual 

2.S.  Public  Invelvamant  and  lafarmatian 

1.  Publla  involvamant  Effort 

2.  Public  lafermotiont  Program 

s.ooo 

•0,000 

C.400 

10,600 

04,400 

93,200 

19.400 

20,000 

12,000 

96.000 

64,000 

97.000 

20,000 

46.400 

26,600 

16,200 

10,000 

60,000 

6,000 

17,000 

64.400 

33.200 

15.400 

0 

12,000 

46,000 

89,000 

42,000 

20,000 

46.400 

28,800 

19.200 

mu 

ml 

509.400 

waatilini 

SPECIAL  AND  SUPPORT  ACTIVITIES 

9.1.  Local  Activltlaa 

1.  Aviolien  Meatar  Plan  Oavalapman  Pragram 

2.  Station  Area  Daaign  aad  Davatepment  Studiao 

9.  Tachnicol  Aaalatenca  and  Infermation  Oiaaamlnotlaa 

4.  Spaeiollcad  Trip  Sanorollen  Studlaa 

9.  Energy  Conaaraotlon  Planning  Pragram 

93.  Raglonol  Activltlaa 

|.  Tranalt  impact  Study 

2.  Roglonel  Troniporiotlon  Cammunicallon  and  LlaiaoN 

9.  Coordination  end  Ravlow 

4.  .  Policy  Dovalopmant 

9.9.  Gt.attwido  Activltlaa 

1.  Wetarporta  Syatama 

2.  Roll  l^an 

N/A 

16,000 

750,000 

12,000 

16,000 

9,000 

30,000 

736,000 

12,000 

16,000 

8,000 

32 ,000 

730,000 

12,600 

18,400 

7,000 

•  SUBTOTAL 

lEiiian 

IfUjiJMI 

1 1.4  50,000 

1/150,000 

*As  Reported  on  Attached  SF  269 
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Chapter  II — Financial  Management 
II.  Financial  Management 
1.  Internal  Controls 

a.  General.  Recipients  are  responsible 
for  establishing  and  maintaining  an 
adequate  system  of  internal  controls. 
These  controls  should  adequately 
safeguard  grant  funds  and  resources, 
check  the  accuracy  and  reliability  of  the 
grant  accounting  and  financial  data, 
promote  operational  efficiency,  and 
encourage  adherence  to  prescribed 
managerial  policies. 

b.  AccountingSurvey.  Department  of 
Transportation  auditors  or  their 
designated  representatives  may  visit  the 
recipient  shortly  after  project  approval 
to  inspect  the  recipient's  system  of 
internal  controls  and  accounting 
procedures.  Auditors  will  check  for  the 
types  of  internal  and  financial  control 
standards  located  in  paragraphs  Ic  and 
Id  below  (additional  information  on 
audits  is  contained  in  paragraph  6). 
Ordinarily,  these  field  visits  will  be 
limited  to  new  recipients  administering 
large,  complex  projects  or  recipients 
who  have  encountered  difficulties  in 
administering  previous  UMTA  projects. 
Soon  after  completing  an  inspection,  the 
Office  of  Inspector  General  (OIG)  issues 
to  the  appropriate  UMTA  program  office 
a  report  on  the  results  of  the  field 
review.  The  cognizant  UMTA  office  will 
provide  copies  of  the  report  to  the 
recipient  and  will  initiate  actions 
necessary  to  correct  reported 
deficiencies. 

c.  Internal  Control  Standards.  The 
internal  controls  comprise  a  well- 
documented,  organized  operating 
system  (policies,  structure,  division  of 
staff  functions,  procedures,  staff 
qualifications,  etc.)  designed  to  provide 
the  recipient  with  effective  financial  and 
operational  control  over  all  aspects  of 
its  grant  projects.  The  following  are 
elements  of  an  adequate  system  of 
internal  control: 

(1)  The  recipient’s  operating  policies 
should  be  clearly  stated,  systematically 
communicated  throughout  the 
organization,  conform  with  applicable 
laws  and  external  regulations  and 
policies,  and  promote  execution  of 
authorized  activities  effectively, 
efficiently,  and  economically. 

(2)  An  organizational  structure  should 
define  and  assign  responsibility  for 
performance  of  all  duties  necessary  to 
carry  out  project  functions. 

(3)  Responsibility  for  assigned  duties 
and  functions  of  the  recipient  should  be 
classified  according  to  authorization, 
performance,  recordkeeping,  custody  of 
resources,  and  review,  to  provide  proper 
internal  checks  on  performance  and  to 
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prevent  unauthorized,  fraudulent,  or 
irregular  acts. 

(4)  The  performance  of  all  duties  and 
functions  of  recipient  personnel  should 
be  properly  supervised.  All  performance 
should  be  subject  to  adequate  review 
under  an  effective  internal  audit  and 
management  review  program:  to 
determine  whether  performance  is 
effective  and  efficient:  to  assure  that 
economical  management  policies  are 
adhered  to.  that  applicable  laws, 
regulations,  and  grant  conditions  are 
obeyed:  that  unauthorized,  fraudulent, 
or  irregular  transactions  or  activities  are 
prevented,  and  to  determine  the  fiscal 
integrity  of  financial  transactions  and 
reports. 

(5)  Qualifications  of  officials  and 
other  personnel  as  to  education, 
training,  experience,  competence,  and 
integrity  should  be  appropriate  for  the 
responsibilities,  duties,  and  functions 
assigned  to  them. 

(6)  All  grantee  personnel  should  be 
fully  aware  of  assigned  responsibilities 
and  understand  the  nature  and 
consequence  of  performance.  Each 
person  should  be  held  fully  accountable 
for  the  honest  and  efficient  discharge  of 
duties  and  functions  including,  where 
applicable,  the  custody  and 
administration  of  funds,  property,  and 
compliance  with  grant  regulations  and 
legal  requirements. 

(7)  A  system  of  forward  planning 
embracing  all  phases  of  the  recipient’s 
operation  should  be  developed  to 
determine  and  justify  financial, 
property,  and  personnel  requirements, 
and  to  carry  out  project  operations 
effectively,  efficiently,  and 

'  economically. 

(8)  Recipients  using  Letter  of  Credit  or 
receiving  advances  by  Treasury  check 
should  determine  their  disbursing 
patterns  and  mail  time  so  that  cash 
withdrawals  can  be  timed  as  closely  as 
possible  to  actual  cash  disbursements. 
Recipients  should  also  ensure  that 
requirements  for  maintaining  minimum 
cash  balances  are  met  (see  Chapter  III). 

(9)  An  adequate  system  of 
authorization,  recordkeeping,  and 
transaction  coding  procedures  should  be 
designed  by  the  recipient  to  insure 
compliance  with  applicable  laws, 
regulations,  and  internal  management 
policies.  This  system  .should  prevent 
illegal  or  unauthorized  transactions  and 
provide  proper  accounting  records  for 
the  expenditure  of  grant  funds. 

(10)  An  adequate  and  efficient 
operating  information  system  should 
provide  prompt,  essential,  and  reliable 
operating  and  financial  data  to  those 
officials  responsible  for  making 
decisions  or  reviewing  performance. 
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(11)  Effective  procedures  should  be 
implemented  to  ensure  that  needed 
goods  and  services  are  acquired  at  the 
lowest  possible  cost:  goods  and  services 
paid  for  are  actually  received:  quality, 
quantity,  and  prices  are  in  accordance 
with  applicable  contracts  or  other 
authorization  by  grantee  officials:  and 
such  authorizations  are  consistent  with 
applicable  statutes,  regulations,  policies, 
and  grant  conditions. 

(12)  All  funds,  property,  and  other 
resources  for  which  grantees  are 
responsible  shall  be  appropriately 
safeguarded  and  periodically 
inventoried  to  prevent  misuse, 
unwarranted  waste,  deterioration, 
destruction,  or  misappropriation. 

d.  Financial  Management  System. 

The  recipient  should  establish  and 
maintain  an  adequate  financial 
management  system.  This  system 
should: 

(1)  Supply  accurate,  current,  and 
complete  disclosures  of  financial  results 
of  each  project  in  accordance  with 
UMTA  reporting  requirements  (see 
Chapter  I,  paragraph  4): 

(2)  Contain  records  which  adequately 
identify  the  source  and  application  of 
funds.  These  records  should  include 
information  pertaining  to  contract 
awards  and  authorizations  (grant, 
procurement,  and  loan),  obligations, 
unobligated  balances,  assets,  liabilities, 
outlays,  costs,  and  income; 

(3)  Provide  effective  control  and 
accountability  of  all  funds,  property,  and 
other  assets.  Recipients  should 
adequately  safeguard  these  assets  and 
assure  that  they  are  used  solely  for 
authorized  project  purposes: 

(4)  Be  capable  of  providing 
comparisons  of  actual  and  budgeted 
amounts  for  each  project  activity:  i  e., 
budget  line  item:  provide  financial  data 
necessary  for  efficient  and  economic 
planning,  control,  measurement,  and 
evaluation  of  all  project  activities;  and 
permit  preparation  of  summaries  and 
reports  using  line  items  included  in  the 
approved  budget; 

(5)  Provide  for  procedures  to 
determine  whether  costs  are  reasonable, 
allowable,  and  allocable  in  accordance 
with  provisions  of  Federal  Management 
Circular  (FMC)  74-4,  OMB  Circular  A- 
21,  Revised,  or  OMB  Circular  A-122,  as 
appropriate;  and 

(6)  Maintain  accounting  records 
supported  by  source  documentation  for 
each  entry. 

2.  Cost  Allocation  Plan/Indirect  Cost 
Proposal 

a.  Definitions.  Under  federally  funded 
grant  programs,  recipients  may  incur 
costs  of  both  a  direct  and  indirect 
nature.  Direct  costs  are  those  that  can 
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be  identified  specifically  with  a 
particular  project. 

These  costs  may  be  charged  directly 
to  a  grant  project.  Indirect  costs  are 
those: 

(1)  Incurred  for  a  common  or  joint 
purpose  benefiting  more  than  one  cost 
objective",  and 

(2)  Not  readily  assignable  to  the  cost 
objectives  specifically  benefits,  without 
effort  disproportionate  to  the  results 
achieved. 

The  term  “indirect  costs"  applies  to 
costs  incurred  by  other  offices  within 
the  recipient  organization  in  supplying 
goods,  services,  and  facilities  to  the 
recipient.  Examples  of  indirect  costs  are 
operation  and  maintenance  of  buildings 
and  expenses  of  department  heads  and 
their  immediate  staff.  Principles  and 
standards  for  determining  costs 
applicable  to  grants  and  contracts  with 
State  and  local  governments 
(instrumentalities  thereof  and  public 
bodies]  are  presented  in  FMC  74-4, 

OMB  Circular  A-21,  Revised,  or  OMB 
Circular  A-122,  and  the  appropriate 
Department  of  Health  and  Human 
Services  publications.  Appendix  1  of 
this  circular  consists  of  questions  and 
answers  regarding  cost  allocation  plans. 
These  questions  are  excerpted  from 
HHS  brochure  OASC-10.  This  brochure 
also  contains  sample  formats  for  cost 
allocation  plans. 

b.  Types  of  Plans.  There  are  two  types 
of  cost  allocation  plans.  The  first  plan 
covers  distribution  of  costs  of  support 
services  provided  to  local  government 
agencies  and  is  referred  to  as  a 
consolidated  local  government-wide 
cost  allocation  plan.  The  second  plan 
covers  distribution  of  costs  within  an 
individual  recipient  or  contractor 
agency,  including  costs  of  services 
allocated  to  it  under  the  consolidated 
local  government-wide  cost  allocation 
plan,  for  all  work  performed  by  that 
agency.  This  second  type  of  plan  is 
commonly  referred  to  as  an  indirect  cost 
proposal.  Sample  plans  are  described  in 
Appendix  2. 

c.  Preparation  of  Plan.  A  cost 
allocation  plan  must  be  developed 
annually  by  local  government  agencies 
that  intend  to  seek  UMTA 
reimbursement  for  indirect  costs.  The 
plan  is  subject  to  audit  by  the  Federal 
Government  to  determine  that: 

(1)  All  activities  of  focal  government 
departments  have  been  considered; 

(2)  Distribution  of  indirect  costs  is 
based  on  a  methodfs)  reasonably 
indicative  of  the  amount  of  services 
provided, 

(3)  Services  provided  are  necessary 
for  successful  conduct  of  Federal 
programs; 


(4)  Level  of  costs  incurred  are 
reasonable, 

(5)  Costs  for  central  local  government 
services  are  charged  in  conformance 
with  local  government-wide  cost 
allocation  plan,  and 

(6)  Costs  claimed  are  allowable  in 
accordance  with  FMC  74-4,  OMB 
Circular  A-21,  Revised,  or  OMB  Circular 
A-122; 

Plans  supporting  the  distribtion  of 
joint  costs  incurred  by  recipient  must  be 
retained  by  them  and  made  available  for 
audit  review.  Four  steps  are  basic  in 
preparing  a  cost  allocation  plan: 

(1)  Identifying  costs  of  each  type  of 
service  to  be  claimed; 

(2)  Determining  the  method  for 
allocating  each  type  of  service  cost  of 
users; 

(3)  Mathematically  allocating  these 
costs  to  users,  and 

(4)  Summarizing  amounts  allocating  if 
using  a  single,  formal,  comprehensive 
local  government-wide  plan. 

d.  General  Requirements.  Cost 
allocation  plans  must  be  submitted  to 
the  “cognizant”  or  “lead”  Federal 
agency  for  review  and  approval. 
Cognizance  is  generally  assigned  to  the 
Federal  agency  having  the  greatest 
dollar  involvement  with  a  grantee 
orgnaization  within  a  given  State  or 
locality.  If  UMTA  is  the  cognizant 
agency,  cost  allocation  plans  should  be 
sent  to  the  appropriate  UMTA  regional 
office.  Plans  will  be  forwarded  by  the 
regional  office  to  the  Office  of  Inspector 
General  for  review  and  comment.  A  cost 
allocation  plan  is  required  to  support  the 
distribution  of  administrative  costs 
related  to  the  grant  program.  Such  costs 
could  be  either  direct  or  indirect.  All 
costs  in  the  plan  must  be  supported  by 
formal  accounting  records  to 
substantiate  the  propriety  of  eventual 
charges.  The  allocation  plan  of  the 
recipient  should  cover  all  applicable 
costs.  It  should  also  cover  costs 
allocated  under  plans  of  other  agencies 
or  organizational  units  which  are  to  be 
included  in  the  costs  of  other  Federally 
sponsored  programs.  To  the  extent 
feasible,  cost  allocation  plans  of  all 
agencies  rendering  services  to  the 
recipient  should  be  presented  in  a  single 
document.  Whether  or  nor  UMTA  is  the 
cognizant  agency,  an  approved  cost 
allocation  must  accompany  the  grant 
application  if  the  recipient  intends  to 
charge  indirect  costs  to  the  project.  The 
cost  allocation  plan  should  contain  but 
need  not  be  limited  to  the  following: 

(1)  The  nature  and  extent  of  services 
provided  and  their  relevance  to 
Federally  sponsored  programs; 

(2)  Items  of  expense  to  be  included; 

(3)  Methods  to  be  used  in  distributing 
cost;  and 


(4)  Appropriate  civil  rights  data. 
(Format  for  MBE  programs  is  described 
in  UMTA  C  1165.1,  Attachment  C.  A 
similar  format  should  be  used  for  EEO 
cost  allocation  plans.) 

Costs  covered  by  the  plan  may  be 
charged  to  the  project  upon  approval  of 
the  plan.  A  revised  cost  allocation  plan 
must  be  submitted  to  the  lead  agency 
when  the  estimated  cost  is  expected  to 
exceed  the  previously  approved  plan  by 
more  than  10  percent. 

e.  Specific  Requirements.  The  cost 
allocation  plan  should  contain,  but  not 
necessarily  be  limited  to.  the  following: 

(1)  Individual  position  or  group 
classifications  for  direct  staff  services, 

(2)  The  annual  salary  rate  or  salary 
range  for  each  position  classification 
with  estimated  average  salary  charged 
to  the  project  for  each  rate; 

(3)  The  estimated  period  services  as 
provided  by  each  position  classification, 
estimated  percentage  of  time  each 
position  will  devote  to  the  project,  and 
the  estimated  cost  of  each; 

(4)  The  nature  and  extent  of  services 
provided  by  each  position  classification; 

(5)  Details  of  other  direct  charges 
including  the  nature  of  charges  and 
estimated  costs;  and 

(6)  All  categories  of  indirect  costs, 
proposed  methods,  and  the  basis  for 
allocating  them  to  the  project,  total 
indirect  costs,  and  the  estimated  amount 
to  be  charged  to  the  project. 

It  is  important  to  note  that  although 
personnel  services  should  be  estimated 
on  a  percentage-of-time  basis  for 
planning  purposes,  only  actual  time 
charged  to  the  project  as  supported  by 
adequate  time  sheets  will  be  eligible  for 
reimbursement. 

f.  Review  of  a  Plan.  UMTA,  when  the 
cognizant  Federal  agency,  will  be 
responsible  for  review  and  acceptance 
of  plans  required  under  this  circular. 
Recipients’  allocation  plans  must  be 
approved  by  UMTA  before  costs 
covered  by  the  plan  can  be  requisitioned 
under  the  project. 

Once  a  review  has  been  conducted  by 
UMTA,  it  is  expected  that  Federal 
auditors  will  be  able  to  reach  an 
agreement  with  the  local  government 
agency  on  any  findings.  If  a  local 
government  disagrees  with  the  auditor's 
findings,  it  is  then  the  responsibility  of 
UMTA  to  act  as  the  negotiating  agency 
for  the  Federal  Government,  and  to 
resolve  differences  in  coordination  with 
other  Federal  agencies. 

Whenever  UMTA  or  any  lead  agency 
gives  prior  approval  to  a  government¬ 
wide  cost  allocation  plan  or  indirect 
cost  proposal,  such  approval  is 
formalized,  distributed  to  all  interested 
Federal  agencies,  and  applicable  to  all 
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Federal  grants  in  accordance  with  FMC 
74-4. 

3.  Cost  Standards 

a.  General.  Recipients  must  follow  the 
guidelines  contained  in  FMC  74-4  “Cost 
Principles  Applicable  to  Grants  and 
Contracts  with  State  and  Local 
Governments”,  0MB  Circular  A-21, 
Revised  “Cost  Principles  for  Educational 
Institutions”,  or  A-122,  “Cost  Principles 
for  Nonprofit  Organizations”  in 
determining  whether  project  costs  are 
allowable  or  unallowable.  Project  costs 
should  specifically  relate  to  the  purpose 
of  the  grant  agreement  and  the  latest 
approved  project  budget.  Care  should  be 
exercised  when  incurring  costs  to  ensure 
that  all  expenditures  meet  the  criteria  of 
eligible  costs.  Failure  to  exercise  proper 
discretion  may  result  in  expenditures  for 
which  use  of  project  funds  cannot  be 
authorized. 

b.  Allowable  Costs.  The  following 
section  briefly  outlines  the  criteria 
which  enables  project  costs  to  be 
classified  as  allowable.  More  specific 
guidelines  can  be  found  in  FMC  74-4,  A- 
21,  or  A-122,  as  needed.  To  be  allowable 
under  a  grant  program,  costs  must  meet 
the  following  general  criteria: 

(1)  Be  necessary  and  reasonable  for 
proper  and  efficient  administration  of 
the  grant  program,  be  allocable  under 
these  principles,  and,  except  as 
specifically  provided  in  this  circular,  not 
be  a  general  expense  required  to  carry 
out  the  overall  responsibilities  of  State 
or  local  governments; 

(2)  Be  authorized  or  not  prohibited 
under  State  or  local  laws  or  regulations; 

(3)  Conform  to  any  limitation  or 
exclusions  set  forth  in  these  principles. 
Federal  laws,  or  other  governing 
limitations  as  to  types  or  amounts  of 
cost  items; 

(4)  Be  consistent  with  policies, 
regulations,  and  procedures  that  apply 
uniformly  to  both  federally  assisted  and 
other  activities  of  the  unit  of  government 
of  which  recipient  is  a  part; 

(5)  Be  treated  consistently  through 
application  . of  generally  accepted 
accounting  principles  appropriate  to  the 
circumstances; 

(6)  Not  be  allocable  to  or  included  as 
a  cost  of  any  other  Federally  Hnanced 
program  in  either  current  or  prior 
periods;  and 

(7)  Be  net  of  all  applicable  credits. 

For  information  on  specific  cost 

standards,  see  Appendix  3  of  this 
circular. 

4.  Program  Income 

a.  General.  Program  income  is  the 
gross  income  earned  by  the  recipient 
from  project  activities.  These  earnings 
exclude  interest  earned  on  advances 


(see  paragraph  III-l]  and  may  include 
income  from  service  fees,  sale  of 
commodities,  usage  or  rental  fees,  and 
royalties  on  patents  and  copyrights.  All 
project  income  earned  during  the  grant 
period  may  be  retained  by  the  recipient, 
and,  according  to  the  grant  agreement,  is 
generally  deducted  from  the  total  project 
costs  for  the  purpose  of  determining  the 
net  costs  on  which  the  Federal  share  of 
costs  will  be  based. 

b.  Supporting  Documentation. 
Recipients  must  maintain  records  to 
permit  full  accounting  of  all  program 
income.  This  includes  a  record  of  the 
source,  purpose,  and  amount  of  all 
program  income  as  well  as  a  duplicate 
validated  deposit  slip  for  each  receipt 
and  currently  posted  accounting  records. 

5.  Financial  Reporting  Requirements 

a.  General.  Except  for  Sections  8  and 
175  grants,  UMTA  utilizes  two  standard 
financial  reporting  forms,  the  Financial 
Status  Report  (SF  269)  and  the  Report  of 
Federal  Cash  Transactions  (SF  272),  to 
monitor  project  funds.  This  is  required 
by  the  Office  of  Management  and 
Budget  and  is  speciHed  in  Attachment 
H,  0MB  Circulars  A-102  and  A-110. 

Note  that  payment  can  be  withheld  for 
failure  to  submit  either  financial  or 
narrative  reports  in  a  timely  manner. 

b.  Disclosure  Criteria.  The  following 
criteria  are  basic  to  full  disclosure  in 
financial  reports  by  recipients: 

(1)  All  essential  financial  facts 
relating  to  the  scope  and  purpose  of 
each  financial  report  and  applicable 
reporting  period  should  be  completely 
and  clearly  displayed  in  the  reports. 

(2)  Reported  financial  data  should  be 
accurate  and  timely.  The  requirement 
for  accuracy  does  not  rule  out  inclusion 
of  reasonable  estimates  when  precise 
measurement  is  impractical, 
uneconomical,  unnecessary,  or 
conducive  to  delay. 

(3)  Financial  reports  should  be  based 
on  the  required  supporting 
documentation  maintained  under  an 
adequate  accounting  system  that 
produces  information  which  objectively 
discloses  financial  aspects  of  events  or 
transactions. 

(4)  Financial  data  reported  should  be 
derived  from  accounts  that  are 
maintained  on  a  consistent,  periodic 
basis,  material  changes  in  accounting 
policies  or  methods  and  their  effect  must 
be  clearly  explained. 

(5)  Reporting  terminology  used  in 
financial  reports  to  UMTA  should  be 
consistent  with  receipt  and  expense 
classifications  included  in  the  latest 
approved  project  budget. 

c.  Financial  Status  Report  (SF  269). 

(1)  For  all  but  Section  8  and  Section 

175  grants,  recipients  must  submit  an 


original  and  one  copy  of  the  SF  269  to 
report  the  status  of  funds  on  all 
nonconstruction  and  construction 
projects  when  the  recipient  receives 
payment  through  the  Letter  of  Credit  or 
by  reimbursement.  Financial  Status 
Report  forms  can  be  obtained  from  the 
cognizant  UMTA  regional  office.  The  SF 
269  should  be  prepared  on  an  accrual 
basis. 

(2)  A  Financial  Status  Report  bearing 
an  original  signature  should  be 
submitted  quarterly,  no  later  than  30 
days  after  the  end  of  each  calendar 
quarter,  90  days  after  the  end  of  each 
year,  to  the  appropriate  UMTA  office. 
Reports  are  required  every  quarter  until 
the  project  has  been  completed.  A 
narrative  progress  report  should 
accompany  the  SF  269  so  that  project 
expenditures  and  programs  can  be 
analyzed  concurrently.  A  completed 
sample  copy  of  the  SF  269  is  included  as 
Figure  II-l.  The  report  should  be 
prepared  by  budget  line  item  code, 
except  for  Section  5  operating  projects, 
which  should  be  reported  by  budget  line 
item  since  not  all  line  items  have  codes. 
Instructions  for  completing  the  form  are 
provided  on  the  reverse  side  of  the  form. 

d.  Report  of  Federal  Cash 
Transactions  (SF 272). 

(1)  Recipients  must  complete  and 
submit  this  report  if  they  receive  funds 
in  advance  by  direct  Treasury  check. 
Grantees  that  are  paid  by  UMTA 
Letters  of  Credit  do  not  use  this  form. 
Instructions  for  completing  the  SF  272 
are  found  on  the  reverse  side  of  the 
form.  Note  that  recipients  should 
estimate  in  the  “remarks"  block,  the 
amount  of  Federal  funds  that  will  be 
required  during  each  month  of  the 
ensuing  quarter  for  each  project 
involved.  This  information  is  needed  to 
plan  Federal  cash  outlays.  Copies  of  the 
SF  272  can  be  obtained  from  the 
cognizant  UMTA  regional  office. 

(2)  The  recipient  submits  the  SF  272 
(one  copy  with  original  signature)  to  the 
appropriate  UMTA  regional  or 
headquarters  office  15  working  days 
following  the  end  of  each  quarter. 
Recipients  requesting  advances  under 
$10,000  per  month  may  be  waived  from 
this  requirement  by  the  UMTA  program 
office  if  the  program  manager 
determines  that  the  information 
provided  on  the  SF  269  is  sufficient  to 
monitor  the  project.  Recipients  receiving 
over  $1  million  per  year  may  be  required 
to  submit  this  report  monthly.  The 
UMTA  program  manager  determines 
whether  this  report  will  be  submitted.  A 
sample  copy  of  the  SF  272  is  included  as 
Figure  II-2. 

6.  Audit. 

a.  Introduction.  OMB  Circular  A-102, 
Attachment  P  establishes  audit 
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requirements  for  State  and  local 
governments  that  receive  Federal 
Assistance.  It  provides  for  independent 
audits  of  financial  operations.  UMTA 
grant  recipients  will  be  audited  on  an 
organization-wide  basis  rather  than  on  a 
grant-by-grant  basis.  The  overall 
purpose  of  the  audits  is  to  determine 
whether: 

(1)  Financial  operations  are  conducted 
properly, 

(2)  The  financial  statements  are 
presented  fairly: 

(3)  The  organization  has  complied 
with  laws  and  regulations  affecting  the 
expenditure  of  federal  funds; 

(4)  Internal  procedures  have  been 
established  to  meet  the  objectives  of 
federally  assisted  programs;  and 

(5)  Financial  reports  to  the  Federal 
Government  contain  accurate  and 
reliable  information. 

b.  Audit  Contents.  Organization-wide 
audits  will  include,  as  a  minimum,  an 
examination  of  the  system  of  internal 
control  (see  paragraph  II-l  above),  the 
systems  established  to  ensure 
compliance  with  laws  and  regulations 
affecting  the  expenditure  of  Federal 
funds,  financial  transactions  and 
accounts,  and  the  financial  statements 
and  reports  of  recipient  organizations. 
The  audit  will  be  used  to  determine 
whether: 

(1)  There  is  effective  control  over  and 
proper  accounting  for  revenues, 
expenditures,  assets,  and  liabilities; 

(2)  The  flnancial  statements  are 
presented  fairly  in  accordance  with 
generally  accepted  accounting 
principles; 

(3)  The  Federal  financial  reports 
(including  Financial  Status  Reports, 
Cash  Reports,  and  claims  for  advances 
and  reimbursements]  contain  accurate 
and  reliable  financial  data,  and  are 
presented  in  accordance  with  the  terms 
of  applicable  agreements  and 
Attachment  H  of  0MB  Circulars  A-102 
or  A-110: 

(4)  Federal  funds  are  being  expended 
in  accordance  with  the  terms  of 
applicable  agreements  and  those 
provisions  of  Federal  law  or  regulations 
that  could  have  a  material  effect  on  the 
financial  statements  or  on  the  awards 
tested. 

c.  Audit  Frequency.  Audits  will 
usually  be  performed  annually,  but  not 
less  frequently  than  every  two  years. 
While  Attachment  P  does  not  limit 
UMTA’s  authority  to  audit  recipients,  if 
independent  audits  arranged  by 
recipients  meet  Attachment  P 
requirements,  UMTA  will  rely  on  them. 
Any  additional  audit  work  will  then 
build  on  the  audit  work  already  done. 

d.  Audit  Standards.  Audits  shall  be 
made  in  accordance  with  the  CAO 


“Standards  for  Audit  of  Governmental 
Organizations,  Programs,  Activities,  and 
Functions,”  the  "Guidelines  for 
Financial  and  Compliance  Audits  of 
Federally  Assisted  Programs,”  any 
OMB-approved  compliance 
supplements,  and  generally  accepted 
audiiting  standards  established  by  the 
American  Institute  of  Certified  Public 
Accountants. 

e.  Testing  Cost  Eligibility.  A 
representative  sample  of  costs  shall  be 
tested  to  determine  whether  they: 

(1)  Are  necessary  and  reasonable  for 
the  proper  administration  of  the 
program: 

(2)  Conform  to  any  limitations  or 
exclusions  in  the  award; 

(3)  Were  given  consistent  accounting 
treatment  and  applied  uniformly  to  both 
federally  assisted  and  other  activities  of 
the  recipient; 

(4)  Were  net  of  applicable  credits; 

(5)  Did  not  include  costs  properly 
chargeable  to  other  federally  assisted 
programs; 

(6)  Were  properly  recorded  (i.e., 
correct  amount,  date)  and  supported  by 
source  documentation; 

(7)  Were  approved  in  advance,  if 
subject  to  prior  approval  in  accordance 
with  FMC  74-4,  A-21,  or  A-122; 

(8)  Were  incurred  in  accordance  with 
competitive  purchasing  procedures,  if 
covered  by  Attachment  0  of  OMB 
Circular  A-102;  and 

(9)  Were  allocated  equitably  to 
benefiting  activities,  including  non- 
Federal  activities. 

f.  Irregularities.  If  auditors  become 
aware  of  irregularities  in  the  recipient 
organization,  the  auditor  must 
immediately  notify  both  UMTA  and 
recipient  management  officials. 
Irregularities  include  falsification  of 
records,  misappropriation  of  funds,  and 
conflicts  of  interest. 

g.  Audit  Repart  Cantents.  Audit 
reports  shall  include: 

(1)  Financial  statements,  including 
footnotes,  of  the  recipient  organization. 

(2)  The  auditors’  comments  on  the 
financial  statements,  which  should: 

(a)  Identify  the  statements  examined, 
and  the  period  covered. 

(b)  Identify  the  various  programs 
under  which  the  organization  received 
Federal  funds,  and  the  amount  of  the 
awards  received. 

(c)  State  that  the  audit  was  done  in 
accordance  with  the  standards  in 
paragraph  d;  and 

(d)  Express  an  opinion  as  to  whether 
the  financial  statements  are  fairly 
presented  in  accordance  with  generally 
accepted  accounting  prinicples.  If  an 
unqualified  opinion  cannot  be 
expressed,  state  the  nature  of  the 
qualification. 


(3)  The  auditors’  comments  on 
compliance  and  internal  control,  which 
should: 

(a)  Include  comments  on  weaknesses 
in  and  noncompliance  with  the  systems 
of  internal  control,  separately  ' 
identifying  material  wealoiesses, 

(b)  Identify  the  nature  and  impact  of 
any  noted  instances  of  noncompliance 
with  the  terms  of  agreements  and  those 
provisions  of  Federal  law  or  regulations 
that  could  have  a  material  effect  on  the 
financial  statements  and  reports,  and 

(c)  Contain  an  expression  of  positive 
assurance  with  respect  to  compliance 
with  requirements  for  tested  items,  and 
negative  assurance  for  untested  items. 

(4)  Comments  on  the  accuracy  and 
completeness  of  Bnancial  reports  and 
claims  for  advances  or  reimbursement 
of  Federal  Agencies. 

(5)  Comments  on  corrective  action 
taken  or  planned  by  the  recipient. 

h.  Retentian  of  Work  Papers  and 
Reports.  Work  papers  and  reports  shall 
be  retained  for  a  minimum  of  three 
years  from  the  date  of  the  audit  report 
unless  the  auditor  is  notified  in  writing 
by  the  cognizant  agency  of  the  need  to 
extend  the  retention  period.  The  audit 
work  papers  shall  be  made  available 
upon  request  to  UMTA  and  the  General 
Accounting  Office  or  its  designees. 

i.  UMTA  Responsibilities.  UMTA  is 
responsible  to: 

(1)  Obtain  or  make  quality  assessment 
reviews  of  the  work  of  non-Federal 
audit  organizations  and  provide  the 
results  to  other  interested  audit 
agencies.  (If  a  non-Federal  audit 
organization  is  responsible  for  audits  of 
recipients  that  have  different  cognizant 
audit  agencies,  a  single  quality 
assessment  review  should  be  arranged.) 

(2)  Assure  that  all  audit  reports  of 
recipients  that  affect  federally  assisted 
programs  are  received,  reviewed,  and 
distributed  to  appropriate  Federal  audit 
officials.  These  officials  will  be 
responsible  for  distributing  audit  reports 
to  their  program  officials. 

(3)  Whenever  significant  inadequacies 
in  an  audit  are  disclosed,  the  recipient 
organization  will  be  advised  and  the 
auditor  will  be  called  upon  to  take 
corrective  action.  If  corrective  action  is 
not  taken,  UMTA  shall  notify  the 
recipient  organization  and  other  Federal 
awarding  agencies  of  the  facts  and  its 
recommendations.  Major  inadequacies 
or  repetitive  substandard  performance 
of  independent  auditors  shall  be 
referred  to  appropriate  professional 
bodies. 

(4)  Assure  that  satisfactory  audit 
coverage  is  provided  in  a  timely  manner 
and  in  accordance  with  the  provisions  of 
OMB  Circular  A-102,  Attachment  P. 
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(5)  Provide  technical  advice  and  act 
as  a  liaison  between  Federal  agencies, 
independent  auditors,  and  recipient 
organizations. 

(6)  Maintain  a  follow-up  system  on 
audit  findings  and  investigative  matters 
to  assure  that  audit  findings  are 
received. 

(7)  Inform  other  affected  audit 
agencies  of  irregularities  uncovered.  The 
audit  agencies,  in  turn,  shall  inform  all 
appropriate  ofHcials  in  their  agencies. 
State  or  local  government  law 
enforcement  and  prosecuting  authorities 
shall  also  be  informed  of  irregularities 
within  their  jurisdiction. 

j.  Third  Party  Contract  Audits. 

{!)  Responsibility  for  Audit.  In 
monitoring  third  party  contracts  to 
ensure  that  the  project  is  carried  out  in  a 
sound,  economical,  and  efficient 
manner,  certain  specific  financial 
reviews  should  be  made  by 
professionals  either  within  the  recipient 
organization  but  independent  of  the 
actual  project  office  or  by  outside 
auditors.  The  need  for  and  nature  of 
these  reviews  depends  on  the  type  and 
amount  of  third  party  contract(s) 
involved. 

(2)  Procedures  for  Audit. 

(a)  Outside  Audit  Services.  Many 
UMTA  recipients  assign  proposal 
evaluation  and  contract  monitoring 
duties  to  their  own  auditors  or  financial 
management  personnel.  However,  some 
recipients  do  not  employ  individuals 
qualified  to  make  these  required  reviews 
internally  and  therefore,  must  obtain 
these  services  elsewhere.  Two  ready 
sources  for  audit  services  are  qualified 
independent  accounting  firms  and 
contract  auditors  from  agencies  and 
departments  of  the  Federal  Government. 
For  example,  the  Defense  Contract 
Audit  Agency  (DCAA)  maintains  a 
continuing  audit  function  at  certain 
contractor  locations  which  receive 
Department  of  Defense  contracts.  DCAA 
also  accommodates  casual  audit 
requests  from  non-Defense  agencies  for 
audits  at  other  locations  where  the 
overall  Government  interest  and 
effectiveness  so  dictate. 

(b)  Costs,  costs  of  third  party  audit 
surveillance  and  proposal  evaluation 
are  eligible  for  reimbursement  by  UMTA 
so  long  as  they  are  included  in  the 
project  budget.  UMTA  recommends  that 
recipients  seek  guidance  from  the 
cognizant  Federal  auditor  in  regard  to 
audit  contract  agreements. 

(c)  Use  of  Outside  Audit  Services. 
Recipient  requests  to  obtain  outside 
audit  sources  to  review  and  monitor 
third  party  contracts  should  be 
forwarded  to  the  cognizant  Federal 
auditor  along  with  a  copy  of  the 
proposed  contract-agreement  and  a 


detailed  description  of  the  work  to  be 
performed.  The  Federal  auditor  reviews 
requests  for  outside  assistance  in  light 
of  the  type  of  contract  proposed  and 
amount  of  project  funds  involved. 
Furthermore,  die  Federal  auditor 
determines  whether  a  Federal  contract 
audit  organization  could  be  used  instead 
of  an  independent  public  accountant 
(IPA). 

(d)  Use  of  Independent  Accountants. 
When  an  independent  accountant  is 
used,  recipients  apply  standard 
procedures  for  third  party  contracts.  A 
complete  package  must  be  submitted  to  ' 
appropriate  UMTA  regional  offices 
showing  proposed  audit  coverage, 
billing  rates  by  labor  classification,  and 
the  proposed  form  of  contract  between 
the  recipient  and  the  IPA. 

(3)  Payment  for  Outside  Audit 
Services. 

(a)  General.  If  another  Federal  agency 
is  to  be  used,  UMTA  makes  the 
necessary  arrangements  for  conducting 
reviews.  UMTA  pays  the  total  cost  of 
the  audit  for  recipients  and  records  this 
payment  in  its  project  accounting 
records  by  assigning  a  unique 
requisition  number  and  reducing  the 
undisbursed  grant  balance  by  the  total 
audit  cost. 

(b)  Reimbursement  Procedures. 

UJ^A  sends  an  "Audit  Payment 
Notification  and  Certification”  letter  to 
inform  recipients  of  the  amount  of  cost 
for  audit  services.  Because  UMTA  pays 
the  total  cost  of  this  audit,  under  the 
requisition  method,  the  letter  instructs 
recipients  to  include  the  total  amount  of 
audit  costs  on  the  next  requisition  for 
payment  as  a  cost  incurred  and  as  a 
Federal  disbursement. 

A  copy  of  the  letter  signed  by  the 
recipient  certifying  that  total  audit  costs 
have  been  recorded  as  a  Federal 
disbursement  in  the  recipient’s  records 
must  accompany  the  next  requisition 
submitted  to  UMTA.  Under  the  Letter  of 
Credit  method,  recipients  must  certify 
that  total  audit  costs  have  been 
recorded  both  as  a  Federal 
disbursement  and  as  a  project  cost  for 
which  the  recipient  did  not  make  a 
disbursement.  Recipients  must  then 
disburse  their  own  funds  to  bring  their 
portion  of  project  support  to  the  level  set 
forth  in  the  grant  contract.  Recipients 
must  not  include  the  amount  in  a  request 
for  Letter  of  Credit  payment  (SF  183) 
since  UMTA  is  paying  for  the  audit.  The 
amount  is  shown  as  a  disbursement 
(Federal  share  only)  and  advance 
received  (100%)  on  the  SF  183. 

BILLING  CODE  4910-57-M 
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INSTRUCTIONS 

•  • 

Plea&e  type  or  print  legibly.  Items  1.  2,  3,  6.  7,  9,  lOd,  lOe.  lOg,  lOi,  101, 11s,  »nd  12  are  self-explanatory, 
specific  instructions  for  other  items  ate  as  follows: 

P 


turn  Entry  tUwi  Entry 


4  Cnler  the  employer  identification  number  astigned  by 
the  U.S  Internal  Revenue  Service  or  TICE  (institution) 
code,  H  required  by  the  federal  sponsoring  agency. 

5  This  space  is  reserved  lor  an  accownt  rvumbci  or  other 
identifying  nurr.bers  that  may  be  assigrred  by  the 
recipient. 

8  Enter  the  month,  day,  and  year  ot  the  beginning  and 
ending  of  this  proved  peiiod  for  formula  grants  that 
are  not  awarded  on  a  project  basis,  show  the  grant 
period. 

IP  The  purpose  of  vertical  columns  (a)  through  (f)  is  to 
provide  financial  data  for  each  program,  function,  and 
activity  in  the  budget  cs  approved  by  the  federal  spon¬ 
soring  agency.  It  additional  columns  are  needed,  use  as 
many  additional  forms  as  needed  and  indicate  page 
number  in  space  provided  in  upper  right,  however,  the 
totals  of  afi  programs,  functions  ot  activities  should  be 
shown  in  column  (g)  of  the  first  page  For  agieements 
pertaining  to  several  Catalog  of  federal  Domestic 
Ass'stance  piograms  that  do  not  require  a  further 
functional  or  activity  classification  breakdown,  enter 
under  columns  (a)  through  (0  the  title  ot  the  program. 
For  grants  or  other  assistance  agreements  containing 
multiple  programs  where  one  or  more  programs  require 
a  further  breakdown  by  function  or  activity,  use  a 
separate  form  for  each  program  showing  the  applicable 
functions  or  activities  in  the  separate  columns  For 
grants  or  Other  assistance  agreements  containing  sev¬ 
eral  functions  or  activities  which  are  funded  from 
several  programs,  prepare  a  separate  form  for  each 
activity  or  function  when  requested  by  the  Federal 
sponsonng  agency. 

JOa  Enter  the  net  outlay.  This  amount  should  be  the  same 
as  the  amount  reported  in  Line  lOe  of  the  last  report. 
If  there  has  been  an  adjustment  to  the  amount  shown 
previously,  please  attach  explanation  Show  lero  if  this 
is  the  in'tia!  lepoit 

Ifib  Enter  the  total  gross  program  outlays  (less  rebates, 
re!  inOs.  snd  other  discounts)  tor  th^s  report  period. 

•  -hiding  C-sbi.'rsemer't<  o*  re.h  rea'ited  as  progr.im 
income.  Fo'  reooris  that  are  prepared  on  a  cash 
basis,  outlays  are  the  sum  of  actual  cash  disburse 
ments  lor  goods  and  services,  the  amount  of  indirect 
expense  charged,  the  value  of  in-kmd  contributions 
applied,  and  the  amount  of  cash  advances  and 
payments  made  to  contractors  and  subgranlees  For 
reports  prepared  on  an  accrued  expenditure  basis,  out¬ 
lays  are  the  sum  of  actual  cash  disbursements,  the 
amount  of  indirect  expense  incurred,  the  value  of  in¬ 
hind  contributions  applied,  and  the  net  increase  (or 
decrease)  in  the  amounts  owed  by  the  recipient  for 
goods  and  other  property  received  and  for  services 
performed  by  employees,  contractors,  subgranlees,  and 
othe'  payees 


lOc  Cnler  the  arr>o^  of  atl  program  income  reatiied  In 
this  period  thA  is  required  by  the  terms  and  eorv 
4«tiom  of  the  Federal  award  to  be  deducted  from  total 
prefect  costs,  for  reports  prepared  on  a  cash  basis, 
enter  the  amount  of  cash  income  received  during  the 
reporting  period.  For  reports  prepared  on  an  accrual 
basis,  enter  the  amount  of  income  earned  since  the 
beginning  of  the  reporting  pe-nod.  When  the  terms  or 
condrtioni  allow  program  income  to  be  added  to  the 
total  award,  explain  in  remarks,  the  source,  amount 
and  disposition  of  the  income. 

lOf  Enter  amount  pertaining  to  the  non  Federal  share  of 
program  outlays  included  in  the  amount  on  line  c. 

lOh  Enter  total  amount  of  unliquidated  obligations  for  this 
project  or  program,  including  unliquidated  obligations 
to  subgrantees  and  contractors.  Unliquidated  obliga¬ 
tions  are:  _ 

Cash  basis— obligations  incurred  but  not  paid. 

Accrued  expenditure  basis— obligations  incurred  but 
for  which  an  outlay  has  not  been  recorded. 

Do  trot  include  any  amounts  that  have  been  included 
on  lines  a  through  g.  On  the  final  report,  line  h  should 
have  a  zero  balance. 

JOj  Enter  the  Federal  share  of  unliquidated  obligations 
shown  on  line  h.  The  amount  shown  on  this  line  should 
be  the  difference  between  the  amounts  on  lines  h  and  i. 

10k  Enter  the  sum  of  the  amounts  shown  on  lines  g  and  j. 
If  the  report  it  final  the  report  should  not  contain  any 
unliquidated  obligations. 

10m  Enter  the  unobligated  balance  of  Federal  funds.  This 
amount  should  be  the  diflerence  between  lines  k  and  I. 

lib  Enter  rate  in  effect  during  the  reporting  period. 

11c  Enter  aniO'inl  of  the  h^se  to  v-hich  the  rate  wji  ,«.oplied. 

lid  Enter  total  amount  of  indirect  cost  charged  during  the 
report  period. 

lie  Enter  amount  of  the  Federal  share  charged  during  the 
report  period. 

If  more  than  one  rate  was  applied  during  the  project 
period,  include  a  separate  schedule  showing  bases 
against  which  the  indirect  cost  rates  were  applied,  the 
respective  indirect  rates  the  month,  day.  and  year  the 
indirect  rales  were  in  effect,  amounts  of  indirect  ex¬ 
pense  charged  to  the  project,  and  the  Federal  share  of 
indirect  expense  charged  to  the  project  to  date. 
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FEDERAL  CASH  TRANSACTIONS  REPORT 

(See  instT-uctions  on  the  back.  If  report  is  for  more  than  one  grant  or 
assistance  agreement,  attach  completed  Standard  Form  g'S-A.) 

Approved  by  Office  of  ManegerT>ent  end  Budget  No  60-ft0182 

1.  tponsormi  aiency  end  efcmiutienal  element  to  wfiich  ihtt  report 

It  submitted 

Uf'ITA 

2.  RECIPIENT  ORGANIZATION 

Name  ;  TonawaDcia  Transit  Authority 

mnd^st^eet  :  367  Ttemont  street 

Tonawanda,  New  York  14120 

SAMPLE 

mnd  ZIP  Code ' 

4.  fadcnl  innt  w  otliK  idtntifiu 

nT-AT-Iisib 

5.  Rtcipitfit  *  (Cceunt  nuinbtr  »r 
Itentitymi  Mimb«r 

6.  Lener  of  eredit  number 

N/A 

7.  L»i(  ptyrntfil  mudwr 

1  Give  total  number  for  this  period 

i.  eejrment  Vouchers  credited  to 
your  eccount 

9.  Treasury  checks  roceived  (wketArr 
er  not  depoaUodi, 

4 

10.  PERIOD  COVERED  BY  THIS  REPORT 

3.  FEDERAL  EMPLOYER  a 

IDENTIFICATION  NO.  “ 

FROM  <wiontb.  day.  ire«r)  TO  {month,  day  year) 

10-1-78  12-31-78 

11.  STATUS  OF 

FEDERAL 

CASH 

(See  specif 
instructions 
on  the  back) 

a.  Cash  on  hand  beginning  of  reporting  period 

5  1,155 

b.  Letter  of  credit  withdrawals 

N/A 

c.  Treasury  check  payrnents 

40,160 

d.  Total  receipts  (Sum  of  lines  b  and  c) 

40,160 

e.  Total  cash  available  (Sum  of  lines  a  and  d) 

41,315  ' 

f.  Gross  disbursements 

40,852 

g.  Federal  share  of  program  income 

642 

h.  Net  disbursements  (Line  f  minus  line  g) 

40,210 

i.  Adjustments  of  prior  periods 

-0- 

i.  Cash  on  hand  end  of  period 

%  1,105 

12.  THE  AMOUNT  SHOWN 
ON  LINE  lU.  ABOVE. 
REPRESENTS  CASH  RE¬ 
QUIREMENTS  FOR  THE 
ENSUING 

Days 

13.  OTHER  INFORMATION 

a.  Interest  income 

$  -0- 

b.  Advances  to  subgrantees  or  subcontractors 

14.  REMARKS  (Attach  additional  theeU  of  plain  paper,  if  more  tpaee  ia  required) 


15.  CERTIFICATION 

1  certify  to  the  best  of  my  ! 
knowledge  and  belief  that 
this  report  is  true  in  all  re¬ 
spects  and  that  all  disburse¬ 
ments  have  been  made  for 
the  purpose  and  conditions 
of  the  grant  or  agreement 

AUTHORIZED 

CERTIFYING 

OFFICIAL 

SIGNATURE 

DATE  REPORT  SUBMITTED 

1-5-79 

TYPED  OR  PRINTED  NAME  AND  TITLE 

John  L.  Wins  Assistant  General  Manager 

(Area  Cede)  (Sumier)  (Sxlciu^l 

TELEPHONE  |  703  |  472-13^5  1  5800 

THIS  SPACE  FOR  AGENCY 

USE 

60325 


272-101 


STANDARD  FORM  272  (7-76) 

Rrtscribed  by  ORic*  of  Managcmant  and  Budget 
C<r.  No.  A-llO 
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INSTRUCTIONS 

Please  type  or  print  legibly.  Items  1,  2.  8,  9,  10,  lid,  lie,  llh,  and  15  are  self  explanatory,  specific 
instructions  for  other  items  are  as  follows; 


Item  Entry 


3  Enter  employer  identification  number  assigned  by  the 
U.S.  Internal  Revenue  Service  or  the  FICE  (institution) 
code. 

If  this  report  covers  more  than  one  grant  or  other 
agreement,  leave  items  4  and  5  blank  and  provide  the 
information  on  Standard  Form  272-A,  Report  of  Fed¬ 
eral  Cash  Transactions — Continued;  otherwise: 

4  Enter  Federal  grant  number,  agreement  number,  or 
other  identifying  numbers  if  requested  by  sponsoring 
agency. 

5  This  space  reserved  for  an  account  number  or  other 
identifying  number  that  may  be  assigned  by  the  re 
Cipient. 

6  Enter  the  letter  of  credit  number  that  applies  to  this 
report.  If  all  advances  were  made  by  Treasury  check, 
enter  "NA”  for  not  applicable  and  leave  items  7  and  8 
blank. 

7  Enter  the  voucher  number  of  the  last  letter-of-credit 
payment  voucher  (Form  TUS  5401)  that  was  credited 
to  ycur  account. 

11a  Enter  the  total  amount  of  Federal  cash  on  hand  at  the 
beginning  of  the  reporting  period  including  all  of  the 
Federal  funds  on  deposit,  imprest  funds,  and  unde- 
posited  Treasury  checks. 

11b  Enter  total  amount  of  Federal  funds  received  through 
payment  vouchers  (Form  TUS  5401)  that  were  cred¬ 
ited  to  your  account  during  the  reporting  period. 

11c  Enter  the  total  amount  of  all  Federal  fc-nds  received 
during  the  reporting  period  through  Treasury  checks, 
whether  or  not  deposited. 

\1'  Enter  ihs  total  Federal  cash  disbursements,  made 
during  the  reporting  period,  including  cash  received 
js  proy.ram  income.  Diit  jrsen-.enfs  as  used  here  also 
iiKli  rl-e  ':he  amount  of  advances  and  payments  less 
iil'ui-:.  to  subgrantees  or  contractors,  the  gross 
amount  of  direct  salaries  and  wages,  including  the 


Entry  Item 

emplopee’s  share  of  benefits  if  treated  as  a  direct  cost, 
interdepartmental  charges  for  supplies  and  services, 
and  the  amount  to  which  the  recipient  is  entitled  for 
indirect  costs. 

llg  Enter  the  Federal  share  of  program  income  that  was 
required  to  be  used  on  the  project  or  program  by  the 
terms  of  the  grant  or  agreement. 

Hi  Enter  the  amount  of  all  adjustments  pertaining  to  prior 
periods  affecting  the  ending  balance  that  have  not 
been  included  in  any  lines  above.  Identify  each  grant  or 
agreement  for  which  adjustment  was  made,  and  enter 
an  explanation  for  each  adjustment  under  "Remarks." 
Use  plain  sheets  of  paper  if  additional  space  is  required. 

llj  Enter  the  total  amount  of  Federal  cash  on  hand  at  the 
end  of  the  reporting  period.  This  amount  should  include 
all  funds  on  deposit,  imprest  funds,  and  undeposited 
funds  (line  e, -less  line  h,  plus  or  minus  line  i). 

12  Enter  the  estimated  number  of  days  until  the  cash  on 
hand,  shown  on  line  llj,  will  be  expended.  If  more  than 
three  days  cash  reqirements  are  on  hand,  provide  an 
explanation  under  "Remarks"  as  to  why  the  drawdown 
was  made  prematurely,  or  other  reasons  for  the  excess 
cash.  The  requirement  for  the  explanation  does  not 
apply  to  prescheduled  or  automatic  advances. 

13a  Enter  the  amount  of  interest  earned  on  advances  of 
Federal  funds  but  not  remitted  to  the  Federal  agency. 
If  this  includes  any  amount  earned  and  not  remitted  to 
the  Federal  sponsoring  agency  for  over  60  days,  explain 
under  "Remarks."  Do  not  report  interest  earned  on 
advances  to  States. 

13b  Enter  amount  of  advance  to  secondary  recipients  in¬ 
cluded  in  item  llh. 

14  In  addition  to  providing  explanations  as  required  above, 
give  additional  explanation  deemed  necessary  by  the 
recipient  and  for  in'orm-i’i.m  required  by  Fedor.il 
sponsoring  agency  in  com;  liance  with  govtining  h-.-jis- 
latior.  Use  plain  shuats  ot  p  :,)ci  li  adJi'-ionjl  r-pa-.e  is 
required. 
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FEDERAL  CASH  TRANSACTIONS  REPORT 

CONTINUATION 

(This  form  is  completed  and  attached  to  Standard  Form  STS  only  when 
reporting  more  than  one  grant  or  assistance  agreement.) 

Approved  by  Office  of  Management  and  Budget  No  80-R01B2 

1.  FEDERAL  SPONSORING  AGENCY  AND  ORGANIZATIONAL 
ELEMENT  TO  WHICH  THIS  REPORT  IS  SUBMITTED 

2.  RECIPIENT  ORGANIZATION  iCirr  notNC  on/v  oi  shown  tn  U€»>  t.  SF'  f7f  i 

3.  PERIOD  COVERED  BY  THIS  REPORT  {At  ahoun  on  SF  trt! 

PROM  (tnonCF.  dau.  year) 

TO  iMontk,  day,  yfo') 

4.  List  information  below  for  each  grant  or  other  agreement  covered  by  this  report.  Use  additional  forms  if  more  space  is  required. 

FEDERAL  GRANT  OR  OTHER 
IDENTIFICATION  NUMBER 

(Sho  o  ti  subdivision  hy  otl-er  identi¬ 
fying  numbers  if  required  by  the 

F ederal  Sponsoring  Agency) 

RECIPIENT  ACCOUNT  NUMBER 

OR  other 

IDENTIFYING  NUMBER 

[  FEDERAL  SHARE  OF  NET  DISBURSEMENTS 

NET  DISBURSEMENTS  iCrour  ! 
titshurnrH'i  rtf  leaf  j>roQra»i  1 

fmnf  rt reived  i  FOR  REPORTING  ! 
PERIOD  ; 

1 

CUMULATIVE 

NET  DISBURSEMENTS 

(a) 

i  (f*) 

(c) 

(d) 

i 

1 

1 

i 

1 

$ 

$ 

i 

I 


i 


! 


i 


5.  TOTALS  (Should  correspond  uith  amounts  shown  on  SF  S7S  as 
follows:  column  (c)  the  sanie  as  line  JJh;  column  (d)  the  sum  of  lines 
llh  and  Hi  of  this  SF  STl  and  cumulative  disbursements  shown  on 
last  report.  Attach  explanation  of  any  differences.) _ 


BILLING  CODE  4910-57-C 


$ 


STANDARD  FORM  272-A  (9-76) 
Prescribed  by  Oflicc  of  Menagerrent  and  Budget 
OR  NO  A-MO 
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Chapter  III — Payment  Procedures 
III.  Payment  Procedures 

1.  General 

a.  Payment  Methods.  UMTA  uses 
three  methods  in  making  cash  payments 
to  grantees: 

(1)  Letter  of  Credit  (LOG). 

(2)  Advance  by  Treasury  check. 

(3)  Reimbursement  by  Treasury  check. 

Under  the  first  two  methods,  UMTA 

provides  cash  advances  to  grantees 
before  each  outlays  are  actually  made. 
Under  the  third  method,  UMTA 
reimburses  grantees  for  work  already 
performed  and  financed  with  their  own 
working  capital. 

The  Department  of  the  Treasury 
prescribes  regulations  governing 
advances  (payments)  to  recipients  for 
financing  operations  under  Federal  grant 
and  other  programs.  These  regulations 
require  that  cash  advances  to  a  recipient 
must  be  limited  to  the  minimum  amounts 
needed  and  must  be  timed  so  as  to  be  in 
accord  only  with  the  actual,  immediate 
cash  requirements  of  the  recipient  in 
carrying  out  the  approved  project.  The 
timing  and  amount  of  cash  advances 
must  be  as  close  as  administratively 
feasible  to  the  actual  disbursements  by 
the  recipient  for  direct  project  costs  and 
the  proportionate  share  of  allowable 
indirect  costs. 

b^  Restrictions.  No  UMTA  grant 
program  may: 

(1)  Require  physical  segregation  of 
cash  depositories  for  Federal  grant 
funds  which  are  provided  to  a  recipient: 
or 

(2)  Establish  any  eligibility 
requirements  for  cash  depositories  in 
which  Federal  grant  funds  are  deposited 
by  recipients,  with  the  exception  of  the 
following  cases: 

(a)  Any  monies  advanced  to  a 
recipient  which  are  subject  to  the 
control  or  regulation  of  the  United 
States  or  any  of  its  officers,  agents,  or 
employees  (public  funds  as  defined  in 
Treasury  Circular  No.  176,  as  amended] 
must  be  deposited  in  a  bank  with 
Federal  Deposit  Insurance  Corporation 
(FDIC)  insurance  coverage  and  the 
balance  exceeding  the  FDIC  must  be 
collaterally  secured. 

(b)  Consistent  with  the  national  goal 
of  expanding  the  opportunities  for 
minority  business  enterprises,  recipients 
and  subgrantees  shall  be  encouraged  to 
use  minority  banks  (a  bank  which  is 
owned  at  least  50  percent  by  minority 
group  members).  A  list  of  minority 
owned  banks  can  be  obtained  from  the 
Office  of  Minority  Business  Enterprise, 
Department  of  Commerce,  Washington, 
D.C,  20230. 


c.  Interest  Income.  Under  the 
Department  of  Treasury  regulations, 
recipients  are  not  permitted  to  retain 
Federal  cash  in  large  amounts  for  long 
periods  of  time.  UMTA  requires 
recipients  to  remit  all  income  earned  on 
advances  of  Federal  funds,  except 
interest  earned  on  advances  to  States  or 
instrumentalities  of  a  State  as  provided 
by  the  Intergovernmental  Cooperation 
Act  of  1968  (Pub.  L.  90-577). 

2.  Letter  of  Credit  Payment  Method 
(LOG). 

a.  Objectives. 

(1)  To  provide  funds  to  a  recipient 
organization  (grantee)  promptly  in  an 
amount  to  meet  the  immediate  cash 
disbursement  need;  and 

(2)  To  preclude  the  withdrawal  of 
funds  from  the  U.S.  Treasury  any  sooner 
than  absolutely  necessary  to  meet  the 
disbursements  of  the  grantee  or  the  sub¬ 
grantees/third  party  contractors. 

b.  Policy. 

(1)  A  recipient  organization  is 
required  to  limit  and  time  withdrawals 
under  the  LOG  to  minimum  amounts 
needed  to  meet  the  actual,  immediate 
cash  disbursement  requirements  in 
carrying  out  the  approved  grant.  The 
timing  and  amount  of  withdrawls  must 
be  as  close  as  is  administratively 
feasible  to  the  actual  disbursements 
made  by  the  recipient  organization  for 
the  Federal  share  of  direct  and 
allowable  indirect  grant  costs.  The 
recipient  organization  is  authorized  to 
make  a  withdrawal  only  on  a  "cash 
basis",  which  is  the  amount  being  paid 
out  for  bills  and  invoices  that  have  been 
received  and  are  due  for  payment,  and 
not  on  an  “accrued  expenditure"  basis — 
the  receipt  of  goods  or  services  for 
which  payment  may  not  yet  be  due. 

(2)  Cash  payments  made  by  the 
recipient  to  secondary  recipients  must 
conform  to  the  same  standards  of  timing 
and  amount  as  apply  to  payments  by 
UMTA  to  recipients,  including  the 
furnishing  of  reports  of  cash 
disbursements  and  balances. 

(3)  Primary  recipient  organizations 
must  develop  procedures  whereby 
secondary  recipient  organizations  can 
obtain  funds  from  the  primary  recipient 
organization  as  needed  for 
disbursement. 

(4)  Recipients  must  use  LOG  funding 
method  on  all  projects  when  the 
following  three  conditions  exist: 

(a)  There  is  or  will  be  a  continuing 
relationship  between  a  recipient  and 
UMTA  for  at  least  a  12-month  period 
and  the  total  amount  of  advances  to  be 
received  within  that  period  from  UMTA 
is  at  least  $120,000. 

(b)  The  recipient  has  established  or 
demonstrated  to  UMTA  the  willingness 


and  ability  to  establish  procedures  that 
will  minimize  the  time  elapsing  between 
the  transfer  of  funds  and  their 
disbursement  by  the  recipient,  and 

(c)  The  grantee’s  financial 
management  system  meets  the 
standards  for  fund  control  and 
accountability  prescribed  in  Chapter  II 
of  this  circular. 

c.  Procedures  to  Apply  for  Letter  of 
Credit.  Following  is  a  brief  outline  of  the- 
LOC  procedures  under  the  U.S.  Treasury 
Regional  Disbursing  Office  (RDO) 

System.  Additional  information  is 
available  in  Treasury  Circular  No.  1075. 

(1)  The  cognizant  headquarters  or 
regional  office,  in  concert  with  the 
Office  of  Inspector  General,  makes  a 
determination  that  a  recipient 
organization  should  be  funded  through 
the  LOG  technique  and  sends  the 
recipient  organization  Standard  Form 
1194,  Authorized  Signature  Card  for 
Payment  Voucher  on  Letter  of  Credit 
(see  Figures  III-l  and  III-2). 

(2)  The  recipient  organization 
completes  and  returns  three  original  SFs 
1194,  including  a  Signatory 
Authorization  and  Certification,  and  the 
Designation  of  Depository,  if  desired,  to 
the  appropriate  regional  office. 

(3)  UMTA  reviews  the  completed  SF 
1194  and,  when  approved,  forwards  the 
original  to  the  appropriate  RDO. 

(4)  UMTA  prepares  SF  1193A,  Letter 
or  Credit,  in  duplicate.  The  original  is 
transmitted  to  the  appropriate  RDO  and 
the  duplicate  is  forwarded  to  the 
recipient  organization. 

(5)  Upon  approval  of  the  LOG,  UMTA 
forwards  a  letter  to  the  grantee 
specifying  drawdowns  allowed  by 
project  number. 

(6)  UMTA  furnishes  the  recipient 
organization  a  supply  of  SF  183s, 

Request  for  Payment  on  Letter  of  Credit 
and  Status  of  Funds  Report  (Contact  the 
appropriate  regional  or  headquarters 
program  office). 

(7)  Following  the  effective  date  of  the 
LOG,  the  recipient  organization  executes 
and  submits  SF  183  to  the  appropriate 
RDO  in  order  to  receive  grant  funds  to 
meet  immediate  cash  disbursement 
needs  and  forwards  a  copy  to  the 
appropriate  UMTA  office. 

(8)  The  RDO  mails  a  Treasury  check 
directly  to  the  recipient  organization  or 
to  the  depository  designated  by  the 
recipient  organization  for  credit  to  its 
account. 

(9)  The  Request  for  Payment  on  LOG 
ordinarily  must  be  drawn: 

(a)  not  more  frequently  than  once 
daily;  and 

(b)  in  an  amount  no  less  than  $5,000 
but  no  more  than  $5,000,000,  unless  so 
stated  on  the  LOC. 
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(10)  In  the  event  a  recipient 
organization  receiving  funds  by  a  LOC 
demonstrates  an  unwillingness  or 
inability  to  establish  procedures  to 
minimize  the  time  elapsing  between  the 
withdrawal  of  funds  under  the  LOC  and 
the  disbursement  of  such  funds,  UMTA 
may  cancel  the  LOC  to  the  extent  of  the 
undisbursed  balance  not  obligated  in 
good  faith  in  execution  of  the  Federal 
project  as  authorized,  and  require  the 
recipient  organization  to  finance  its 
operations  with  its  own  working  capital. 

(11)  While  UMTA  encourages  the 
issuance  of  consolidated  LOCs  by 
grantee  rather  than  by  individual  grant, 
this  may  not  always  be  administratively 
feasible.  This  may  occur  when  a 
recipient  has  grants  administered  by 
both  regional  and  headquarters  offices. 
The  decision  as  to  the  number  of  LOCs 
issued  will  be  made  by  the  UMTA 
program  offices  involved. 

d.  Recipient  Organization 
Requirements. 

(1)  Authorized  Signature  Cards.  SF 
1194,  Authorized  Signature  Card  for 
Payment  Vouchers  on  Letter  of  Credit, 
must  contain  the  signature  of  the 
individuals  authorized  by  the  recipient 
organization  to  sign  SF  183’s.  The 
number  of  individuals  so  authorized 
should  be  between  two  and  six.  The 
recipient  organisation  must  submit  three 
original  Standard  Forms  1194  to  the 
appropriate  UMTA  office.  An 
illustration  and  instructions  for 
completing  SF  1194  are  shown  in  Figure 
UI-1. 

The  RDO  accepts  only  the  signatures 
of  persons  named  on  the  current 
signature  card  on  file.  A  recipient 
organization  must,  therefore, 
immediately  submit  to  the  appropriate 
regional  office  new  signature  cards 
whenever  there  is  an  addition  or 
deletion  in  the  persons  authorized  to 
sign  SF  183s.  A  superseding  signature 
card  is  not  required  for  any  change  in 
the  title  or  position  of  a  person  so 
authorized  if  the  person’s  authority  to 
sign  Standard  Form  183  remains 
unchanged. 

(2)  Designation  of  Depositor.  U.S. 
Treasury  checks  may  be  mailed  directly 
to  a  depository  designated  and 
authorized  by  the  recipient  for  credit  to 
the  recipient’s  bank  account.  In  order  to 
adopt  this  provision,  the  recipient  must 
complete  Section  I  and  forward  the 
Designation  of  Depository  for  Direct 
Deposit  of  Grant  Funds  to  the  depository 
for  completion  of  Section  II  of  the  form. 
After  the  form  is  fully  completed,  the 
recipient  must  forward  the  original  and 
one  copy  to  the  appropriate  regional 
office.  An  illustration  and  instructions 
for  completing  this  format  are  shown  in 
Figure  III-2. 


The  recipient  organization  must 
execute  a  power  of  attorney  only  when 
the  depository  requires  such  an 
authorization  in  order  to  receive  checks 
directly  from  the  U.S.  Treasury 
Department  for  credit  to  the  recipient’s 
bank  account.  The  recipient  must 
execute  a  new  designation  whenever 
changes  in  the  account  number  or 
depository  are  made. 

(3)  Request  for  Payment  on  Letter  of 
Credit  (SF  183).  The  recipient 
organization  must  execute  an  SF  183, 
Request  for  Payment  on  Letter  of  Credit 
and  Status  of  Funds  Report,  each  time 
funds  are  needed  to  meet  current  cash 
disbursement  needs.  An  illustration  and 
instructions  for  completing  this  form  are 
shown  in  Figure  III-3. 

Note. — ^UMTA  grantees  may  not  use  TFS 
form  5401  to  request  payment  under  letter  of 
credit.  This  form  is  only  used  when  a  grantee 
is  paid  by  a  Federal  Reserve  Bank.  UMTA 
grantees  are  paid  by  Teasury  Regional 
Disbursing  Offices,  which  require  the  SF  183. 

(4)  Distribution  of  SF  183.  The 
recipient  organization  must  distribute 
the  executed  SF  183  as  follows: 

(a)  Original,  Duplicate,  and 
Quintuplicate;  Mail  directly  to  the 
Treasury  Regional  Disbursing  Office 
shown  on  the  recipient’s  copy  of  SF 
1193A.  (The  RDO  prepares  and  mails  the 
Treasury  check  to  the  recipient 
organization  or  the  recipient 
organization’s  depository). 

(b)  Triplicate.  At  the  same  time,  mail 
directly  to  the  appropriate  UMTA 
regional  or  headquarters  program  office, 
not  to  the  UMTA  address  on  the  SF  183. 

(c)  Quadruplicate.  Retained  by  the 
recipient  organization  for  its  files. 

It  is  recommended  that  recipients  use 
original  sets  of  SF  183’s.  These  can  be 
obtained  from  all  UMTA  regional 
offices.  Some  Treasury  RDO’s  may 
accept  copies;  however  the  SF  183 
instructions  call  for  an  original  to  be 
sent  to  the  RDO. 

(5)  Planning  Letter  of  Credit 
Withdrawals.  The  recipient  organization 
must  exercise  sound  financial  judgment 
and  planning  to  insure  that  the 
requirements  for  maintaining  minimum 
cash  balances  are  met.  In  preparing  the 
SF  183,  careful  consideration  of  the 
timing  of  payments  to  contractors  is 
required  in  order  to  determine  when 
funds  are  needed.  Consideration  of  mail 
time  required  for  transmission  of  SF  183 
to  the  RDO  and  for  transmission  of  the 
Treasury  check  to  the  recipient 
organization  or  its  depository,  also  is 
necessary. 

For  example,  if  $20,000  is  needed  on 
the  fifteenth  of  the  month  in  order  to 
provide  funds  to  a  contractor  to  meet 
the  terms  of  the  contract,  and  normal 


mail  time  from  the  date  the  SF  183  is 
submitted  to  the  date  the  Treasury 
check  is  received  by  the  depository  or  t 
the  recipient  organization  is  seven  days, 
then  on  approximately  the  eighth  of  the 
month  the  recipient  organization  should 
mail  the  SF  183  to  the  RDO. 

Once  the  LOC  system  has  been  in 
operation  a  short  time,  the  recipient 
organization  should  have  determined  its 
disbursing  pattern  and  calculated  mail 
time  so  that  withdrawals  can  be  timed 
as  close  as  possible  to  actual  cash 
disbursements.  Cash  controls  must  be 
maintained  by  the  recipient  on  a  current 
basis  so  that  cash  balances  do  not 
exceed  the  immediate  needs  for  the 
recipient  organization’s  disbursements. 
Recipients  may  not  draw  down  cash 
which  will  not  be  used  for  two  or  more 
weeks  after  receipt.  Cash  must  be 
dispersed  within  three  days. 

An  illustration  and  instructions  for 
completing  a  suggested  Federal  Cash 
Control  Register  are  shown  in  Figure  III- 
4.  If  properly  maintained,  the  cash 
control  register  provides  the  information 
necessary  for  completing  Section  II  of  an 
SF  183.  Please  note  that  the  Federal 
Cash  Control  Register  is  maintained  on 
a  “fiscal  year-to-date’’  basis,  and  not  an 
“inception-to-date”  basis. 

e.  Deficient  or  Rejected  SF  183. 

(1)  Deficient  SF  183.  If  a  deficiency  on 
the  SF  183  is  detected,  a  deficiency 
notice  will  be  issued.  A  deficient  SF  183 
is  not  ordinarily  rejected.  However, 
repeated  deficiencies  of  a  similar  nature 
by  the  same  recipient  organization  may 
be  cause  for  rejection  with  UMTA’s 
concurrence.  The  following  are  reasons 
for  the  issuance  of  deficiency  notices: 

(a)  There  is  a  difference  between  the 
name  and  address  information  of  the 
drawer  on  the  SF  183  and  the  name  and 
address  of  the  drawer  on  the  related  SF 
1193A: 

(b)  "The  address  of  the  payee  on  the  SF 
183  is  different  from  the  address  of  the 
payee  on  the  related  SF  1193A; 

(c)  The  Federal  program  agency 
approved  payment,  but  other 
information  on  the  SF  183  was 
incomplete  or  inaccurate; 

(d)  'The  cents  are  left  off  the  amounts 
in  Section  I.  II,  and/or  III; 

(e)  The  Amount  Requested  in  Section  I 
is  less  than  $5,000  and  is  not  the  final 
drawdown  on  the  available  balance; 
and 

(f)  The  signature(s)  of  the  official(s] 
authorized  to  certify  request  for 
payment  differs  sli^tly  (example:  using 
first  two  initials  and  last  name  instead 
of  the  full  signature)  from  the 
signature(s)  on  the  SF  1194  but 
otherwise  compares  favorably,  and  the 
Treasury  disbursing  office  approves 
payment. 
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(2)  Rejection  of  SF-183.  The  SF 183 
will  also  be  examined  for  errors, 
deficiencies,  or  omissions  of  a  more 
severe  nature  which  may  necessitate  the 
rejection  of  the  request.  There  are 
definitive  reasons  for  the  rejection  of  an 
SF  183  and  the  Treasury  disbursing 
office  will  contact  UMTA  prior  to  any 
rejection.  The  reasons  for  rejection  are: 

(a)  An  unauthorized  or  invalid 
signature,  (erasures,  painting  over  with 
correction  fluid,  or  tape  overs  are 
unacceptable.) 

(b)  The  amount  requested  in  Section  I 
is  greater  than  the  available  balance; 

(c)  The  name  of  the  payee  to  whom 
the  check  is  to  be  issued  is  not  identical 
to  the  name  of  the  payee  shown  in  the 
“Treasury  Checks  To  Be  Made  Payable 
To:”  block  of  the  related  SF  1193Ai 

(d)  The  “Amount  Requested”  block  in 
Section  1  is  left  blank,  erased,  painted 
over  with  correction  fluid,  or  taped  over; 

(e)  Discrepancies  exist  elsewhere  on 
the  SF  183  and  the  Treasury  disbursing 
ofhce  cannot  obtain  correction 
information  from  the  Federal  program 
agency  and/or  its  own  file: 

(f)  The  amount  requested  is  more  than 
$5,000,000  and  UMTA  has  not  provided 
an  amendment  to  the  related  LOG 
authorzing  drawdowns  of  more  than* 
$5,000,000; 

(g)  There  are  excessive  funds  in  the 
hands  of  the  recipient  organization  as 
determined  by  Treasury  and/or  UMTA; 
and 

(h)  A  written  request  has  been 
received  from  UMTA  to  withhold 
payment  for  a  reason  other  than  those 
listed  above.  The  Director,  Office  of 
Accounting,  must  provide  signed  written 
confirmation  of  this  request. 

f.  Excessive  or  Premature 
Withdrawals.  When  excessive  cash  is 
being  held  by  recipients,  UMTA  must 
request  a  refund  of  the  excessive  cash 
and,  if  the  recipient  is  not  a  State 
government  or  an  instrumentality  of  the 
State,  the  interest  earned  on  those 
funds.  The  only  exceptions  to  the 
requirement  for  prompt  refunding  are 
when  the  funds  involved: 

(1)  Will  be  disbursed  by  the  recipient 
organization  within  seven  calendar 
days,  or 

(2)  Are  less  than  $10,000  and  will  be 
disbursed  within  30  calendar  days. 

Excess  cash  for  a  project  under  the 
LOG  may  not  be  used  for  another 
project,  even  if  it  is  under  the  LOG.  The 
excess  cash  must  be  returned  as  stated 
above. 

These  exceptions  to  the  requirement 
for  prompt  refunding  should  not  be 
construed  as  approval  for  a  recipient 
organization  to  maintain  excessive 
funds.  They  are  applicable  only  to 


excessive  amounts  of  funds  which  are 
erroneously  drawn. 

The  return  of  funds  is  accomplished 
as  follows: 

(1)  UMTA  requests  the  recipient  to 
remit  the  excessive  cash  and  any 
interest  to  UMTA  by  a  check  made 
payable  to  the  Urban  Mass 
Transportation  Administration.  If  a  ' 
single  check  is  used  to  remit  both  the 
premature  withdrawal  and  the  interest, 
the  amount  attributable  to  each  must  be 
separately  identifled. 

The  check(s)  must  be  mailed  to  the 
Office  of  Accounting,  UAD-20,  and  must 
be  accompanied  by  a  memorandum 
explaining  the  purpose  of  the  check(s] 
and  identifying  the  project  number.  A 
copy  of  the  check  and  the  memorandum 
should  be  sent  to  the  appropriate 
regional  or  program  office. 

(2)  The  recipient  must  record  that 
portion  of  the  reipittance  representing 
the  amount  prematurely  withdrawn 
(excluding  interest)  as  a  disbursement 
on  line  5  (“Less:  Actual  Disbursements, 
Fiscal  Year  to  Date”)  on  subsequent 
requests  for  payment. 

(3)  UMTA  will  authorize  an  increase 
in  the  recipient’s  LOG  in  the  amoimt  of 
the  premature  withdrawal  only. 

g.  Revocation  of  LOC.  A  LOG  will  be 
revoked  when  it  has  been  determined 
that  the  recipient  organization  has 
demonstrated  an  unwillingness  or 
inability  to  establish  procedures  to 
withdraw  only  those  amounts  necessary 
to  meet  current  disbursement  needs  and 
to  time  withdrawals  as  closely  as 
possible  to  the  actual  cash 
disbursements.  The  amount  authorized 
under  the  LOG  credit  will  be  decreased 
to  the  amount  withdrawn  plus  the 
amount  already  obligated  in  good  faith 
in  executing  the  Federal  project  as 
authorized.  Once  this  remaining  balance 
has  been  withdrawn,  the  LOG  will  be 
revoked. 

3.  Advance  by  Treasury  Check 

a.  Recipients  that  do  not  qualify  for 
LOG’S  may  still  receive  advances  by 
Treasury  check  if  certain  conditions  are 
met.  Recipients  may  recieve  cash 
payments  upon  request  to  UMTA  before 
cash  outlays  are  made,  or  according  to  a 
predetermined  payment  schedule  before 
payments  are  made  by  the  recipient. 
This  advance  funding  method  will  be 
used  when  the  following  conditions 
exist: 

(1)  Annual  advances  to  a  recipient 
aggregate  to  less  than  $120,000,  or  there 
will  not  be  a  continuing  relationship  for 
at  least  one  year  between  UMTA  and 
the  grantee. 

(2)  The  recipient  has  established  or 
demonstrated  to  UMTA  a  willingness 
and  ability  to  establish  procedures 


minimizing  the  time  elapsing  between  a 
transfer  of  funds  and  their  disbursement 
by  the  recipient. 

(3)  The  recipient’s  financial 
management  system  meets  the 
standards  for  fund  control  and 
accountability  prescribed  in  Ghapter  11 
of  this  circular. 

b.  Gash  advances  will  be  limited  to 
the  minimum  amount  needed,  and  timed 
to  meet  the  actual,  immediate  cash 
requirements  of  grantees  in  carrying  out 
the  purposes  of  approved  programs  or 
projects.  The  timing  and  amount  of  cash 
advances  should  be  as  close  as  is 
administratively  feasible  to  actual 
disbursements  by  recipients  for  direct 
program  costs  and  for  proportionate 
shares  of  allowable  indirect  costs.  For 
example,  if  disbursements  are  made  by 
a  recipient  on  a  monthly,  biweekly,  or 
any  other  regular  cycle,  and  the  amounts 
involved  would  so  warrant,  issuance  of 
advance  Treasury  checks  should  be 
timed  accordingly. 

c.  Funds  are  requested  by  preparing 
the  Request  For  Advance  or 
Reimbursement,  SF  270  (See  paragraph  5 
below  for  details). 

4.  Reimbursement  by  Treasury  Check 

When  a  recipient  receiving  ca.sh 
advances  has  demonstrated  to  UMTA 
an  unwillingness  or  inability  to  establish 
procedures  to  minimize  the  time  lag 
between  cash  advances  and 
disbursement  thereof,  UMTA,  unless 
prohibited  by  the  statutes  governing  the 
program(s)  in  question,  will  terminate 
advance  financing  and  require  the 
recipient  to  finance  it  with  its  own 
working  capital.  Payments  to  the 
recipient  are  then  made  by  Treasury 
check  to  reimbuse  the  recipient  for  cash 
actually  disbursed.  A  Request  for 
Advance  or  Reimbursement  is  submitted 
to  UMTA  for  this  purpose  (see 
paragraph  5  below). 

5.  Request  for  Advance  or 
Reimbursement  (SF  270) 

a.  General.  Recipients  submit  this 
form  to  receive  payment  for  all  projects 
when  LOG  is  not  used.  Gopies  of  the  SF 
270  can  be  acquired  from  the 
appropriate  regional  office.  No  other 
documentation  need  accompany  this 
form.  An  original  and  two  copies  should 
be  sent  to  the  cognizant  UMTA  office. 

b.  Instructions.  Instructions  for 
completing  an  SF  270  are  printed  on  its 
reverse  side.  In  addition,  the  following 
instructions  should  assist  recipients  in 
completing  this  form  (see  Figure  III-5). 

(1)  Only  the  total  columns  on  this  form 
should  be  completed.  In  addition,  all 
figures  may  be  rounded  to  the  nearest 
dollar,  i.e.,  amounts  of  $.50  or  over 
should  be  rounded  to  the  higher  dollar 
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and  amounts  under  $.50  should  be 
rounded  to  the  lower  dollar.  For 
example:  if  the  non-Federal  share  is 
computed  to  be  $2,572.70,  the  amount 
reported  should  be  $2,573. 

(2)  Block  #5 — All  requisitions  should 
be  numbered  consecutively  beginning 
with  #1  as  the  first  requisition. 

(3)  Block  #5 — The  first  requisition 
covers  the  date  of  the  grant  approval 
letter  through  the  end  of  the  period  for 
which  reimbursement  is  requested. 

When  a  requisition  requests 
reimbursement  only,  this  “ending"  date 
will  be  the  same  date  which  outlays  are 
reported  on  line  11a  of  this  form.  If 
reimbursement  and/or  an  advance  is 
being  requested,  the  “ending"  date 
should  reflect  the  period  through  which 
the  advance  funds  are  needed. 

All  requisition  report  periods  should 
run  consecutively.  For  example,  if  a 
requisition  is  submitted  for  the  period 
1/1/80  to  3/31/80,  the  next  requisition 
will  begin  from  4/1/80. 

(4)  Block  #9 — The  name  of  the 
recipient  organization  should  be  exactly 
as  indicated  on  the  grant  contract. 

(5)  Block  #11 — Line  A — The  “as  of 
date  should  be  the  date  for  which  the 
recipient  has  actual  costs  recorded.  This 
date  should  be  the  same  as  the  "to"  date 
in  Block  #8  unless  the  recipient  is 
requesting  an  advance. 

Line  B — Represents  investment 
income,  proceeds  from  the  sale  of 
equipment,  or  rental  income. 

Line  D — Represents  the  estimated 
expenditures  for  the  advance  period, 
both  UMTA  share  and  local  share. 

Line  F — Vb  or  20%  of  line  E.  depending 
on  the  funding  ratio  for  a  particular 
project.  If  anything  other  than  these 
percentages,  the  reasons  should  be 
specified. 

Line  G — %  or  80%  of  line  E,  depending 
on  the  funding  ratio  for  a  particular 
project. 

Line  H — ^Total  of  previous 
requisiton(s)  submitted.  This  line  should 
not  represent  actual  checks  received 
because  the  recipient  may  have 
submitted  a  requisition  which  is  in  the 
process  of  being  paid.  Requisition  #1  on 
this  line  should  be  zero. 

Note  that  recipients  should  only 
complete  the  “total"  column  of  Block 
#11,  unless  the  grant  award  letter  or 
grant  agreement  specified  that  there  is 
more  than  one  funding  source 
supporting  the  project.  In  such  cases, 
separate  columns  should  be  utilized  for 
each  funding  source. 

c.  Review  of  the  SF 270.  Each  SF  270 
for  funds  will  be  reviewed  in  light  of  the 
periodic  progress  reports  and  financial 
reports  required  for  that  project. 
Changes  requiring  grant  amendments  or 
prior  approval  of  a  budget  revision  must 


be  approved  before  funds  for  these 
changes  are  requisitioned  (see  Chapter  I, 
paragraph  5). 

6.  Excessive  Payments  (Overpayments) 
to  Grantees 

a.  UMTA  project  managers  will  be 
alert  to  any  information  which  may 
evidence  a  potential  overpayment  or 
other  amounts  due  UMTA.  The 
following  are  possible  reasons  for 
payments  becoming  due  UMTA: 

(1)  insufficient  non-Federal  funds  to 
match  Federal  payments, 

(2)  the  sale  of  project  equipment,  or 

(3)  excessive  Federal  funds  in  the 
project  account. 

Such  payments  must  be  made 
promptly  to  UMTA.  The  grantee  is 
instructed  to: 

(1)  Make  checks  payable  to  “Urban 
Mass  Transportation  Administration": 

(2)  Mail  checks  to:  Office  of 
Accounting.  UAD-20.  Urban  Mass 
Transportation  Administration.  400  7th 
Street,  S.W.,  Washington,  D.C.  20590. 

(3)  Specify  applicable  project 
number(s)  on  the  check. 

(4)  Provide  written  explanation  as  to 
purpose  of  payment,  and 

(5)  Send  copy  of  the  check  and  the 
explanatory  letter  to  the  appropriate 
program  office. 

BILLING  CODE  4910-57-M 
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URBAN  MASS  TRANSPORTATION  ADMINISTRATION 
LETTER  OF  CREDIT  -  TREASURY  RDO  SYSTEM 
DESIGNATION  OF  DEPOSITORY  FOR  DIRECT  DEPOSIT  OF  GRANT  FUNDS 


Section  I  (To  be  completed  by  recipient  organization) 

Name  of  Project:  _ _ (1 )  _ 

The . . . . 121 _ _ _ _ 


has  been  designated  as  the  depository  for  all  funds  to  be  received  directly 

from  grant  (project)  number (s)  _ _ (3)  _ 

executed  with  the  Urban  Mass  Transportation  Administration  for  deposit  to 

_ _ ^ _ (4)  _ _ 

(Account  Name  and  Number) 


iil 


(Name) 

_ _ in _ ^ 

(ntle  of  Executive  Officer) 


(6) 

(Mdress  ind  Zip  Code) 

(8) 

(Signature  of  Executive  Officer) 


J9)_ 

(Date) 


Section  II  (To  be  completed  by  the  depository) 

The  account  identified  in  Section  I  has  been  established  with  the  bank. 
All  necessary  documentation,  including  a  power  of  attorney  v^en  necesary, 
which  legally  enables  this  depository  to  receive  U.S.  (aovernment  checks 
directly  from  the  U.S.  Treasury  Department  for  deposit  to 

_ _ _ _ without  the  payee's 

(Account  Name  and  Number ) 

endorsement  have  been  received  and  are  in  the  depository's  custody. 

_  (11)  „  _ (ly _ _ _ 

(Name  of  Bank)  XiAddress  •  ’’ip  Code  v/iere  checks 

should  be  mailed) 

(13)  The  Depository  is  a  minority-owned  bank  participating  in  the  Federal 
Minority  Bank  Deposit  Program?  Yes _  No _ 

The  Depository  hereby  agrees  to  immediately  notify  the  Recipient  Organiza¬ 
tion  when  a  deposit  is  made  in  the  above  account. 

_ _  (14) _ _  (15) _ ,  (16) 

(Title  of  Authorized  Bank  Officer)  (Signature  of  Authorized  (Date) 

Bank  Officer) 
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URBAN  MASS  TRANSPORTATION  ADMINISTRATION 
LETTER  OF  CREDIT  -  TREASURY  RDO  SYSTEM 
INSTRUCTIONS  FOR  DESIGNATION  OF  DEPOSITORY  FORMAT 


NOTE :  This  form  is  not  necessary  if  the  recipient  organization  chooses  to 
receive  the  check  directly  from  Treasury.  This  form  is  not  supplied. 
Each  recipient  org anization  must  type  an  original  and  two  copies  as 
Illustrated. 

Block 

Number 

1.  Enter  as  provided  by  the  UMTA  program  officer. 

2.  Enter  name,  address  and  ZIP  code  of  depository  designated  to  receive 
■  Treasury  checks. 

3.  Enter  project  number{s)  --  use  supplemental  sheet  if  necessary. 

4.  Enter  name  of  recipient  organization's  bank  account  and  number. 

5.  Enter  name  of  recipient  organization. 

6.  Enter  complete  address  of  recipient  organization. 

7.  Enter  title  of  Executive  Officer  for  recipient  organization. 

8.  Signature  of  Executive  Officer  for  recipient  organization  (person 
who  signed  grant  agreement). 

,  9.  Enter  date  form  signed  by  Executive  Officer  for  recipient  organiza¬ 

tion. 

10.  Enter  name  and  account  number  of  recipient  organization's  bank 

account. 

U.  Knt«;‘r  name  of  recipient  organization's  bank. 

12  .iiLcf  complete  address  of  recipient  gani  zation' s  bank  wltet  e  Trea¬ 

sury  checks  are  to  be  mailed. 

13.  Enter  title  of  authorized  bank  officer  for  recipient  organization's 

bank. 

14.  Enter  signature  of  authorized  bank  officer  for  recipient  organiza¬ 

tion's  bank. 

15.  Enter  date  form  signed  by  authorized  bank  or  Treasury  Officer  for 

recipient  organization's  bank. 
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SAMPLE  OF  STANDARD  FORM  1194 


Ston^vrd  Form  1194 

6  Trtofufy  fRM  1000 

Fiscol  S«rvic« 
lur«ou  of  AccounH 

AUTHORIZED  SIGNATURE  CARD 
FOR  PAYMENT  VOUCHERS 

ON  LETTER  OF  CREDIT 

Letter  of  Credit  Number 

Federal  Reserve  Bank 

Letter  of  Credit  Issued  in  Favor  of  (Recipient), 

Issued  by  (Federal  Agency) 

SIGNATURP:S  of  individuals  authorized  □  only  one  signature  required  on  payment  vouchers 

TO  DRAW  ON  THE  CITED  LETTER  OF  CREDIT  Q  any  two  signatures  required  to  sign  or  countersign 

Typed  Name  and  Signature 

Typed  Name  and  Signature 

Typed  Name  and  Signature 

Typed  Name  and  Signature 

1  CERTIFY  THAT  THE  SIGNATURES  ABOVE  ARE  OF  THE  INDIVIDUALS  AUTHOR¬ 
IZED  TO  DRAW  PAYMENT  VOUCHERS  FOR  THE  CITED  LETTER  OF  CREDIT. 

APPROVED; 

DATE  AND  SIGNATURE  OF  AUTHORIZING  OFFICIAL  (R»cipi*nf) 

DATE  AND  signature  Of  AGENCY  CERTIFYING  OFFICER 

1)94-101 


t 

i 
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PREPARATION  OF  SF  1194 

NOTE:  1.  In  preparing  the  SF  1194,  Authorized  Signature  Card  For  Payment 
Vouchers  on  Letter  of  Credit  if  a  mistake  is  made  or  a  change  is 
necessary,  a  new  SF  1194  must  be  prepared  because  erasures  or 
corrections  of  any  kind  are  not  acceptable. 

2.  When  a  new  SF  1194  is  being  submitted  to  reflect  a  name  change  or 
addition  of  any  individual  authorized  to  withdraw  on  a  LOC,  allow 
at  least  10  days  for  processing  the  SF  1194  before  submitting  a 
Request  for  Payment  on  Letter  of  Credit  and  Status  of  Funds 
Report,  SF  183. 

Block 

Number  Explanation 

1.  Leave  blank— to  be  completed  by  UMTA. 

2.  Line  through  the  words  "Federal  Reserve  Bank"  and  enter  the  name  of 
the  Treasury  Regional  Disbursing  Office  servicing  and  recipient  orga¬ 
nization. 

3.  Enter  the  name  and  address  of  the  recipient  organization.  If  addi¬ 
tional  space  is  required,  use  the  reverse  side  of  the  form. 

4  Eriti^r  ''Orh.in  Mass  Transportation  Administration'  plus  fhe  address  an 
eight-digit  accounting  station  symbol.  UMTA's  eight-digit  accounting 
station  symbol  is  69-08-8701.  The  address  is:  UMTA,  Office  of 
Accounting,  UAD-20,  400  7th  Street,  S.W.,  Washington,  D.C.  20590. 

5.  Leave  blank. 

6.  Enter  an  "X".  (All  SF  183  for  withdrawals  against  a  letter  of  credit 
must  be  countersigned). 
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Preparation  of  Standard  Form  1194:  (cont'd) 


Block 

Number  Expl anation 

7.  Enter  the  typed  names  and  the  signatures  of  officials  of  the  recipient 
organization  authorized  to  execute  SF  183,  Request  for  Payment  on 
Letter  of  Credit  and  Status  of  Funds  Report.  Cross  out  any  of  these 
blocks  that  are  not  used. 

8.  Enter  the  date,  typed  name,  title  and  the  signature  of  the  recipient 
organization's  official  who  is  authorized  to  certify  the  authenticity 
of  the  signature  of  individuals  authorized  to  execute  SF  183. 


9.  Leave  Blank  --  to  be  completed  by  UMTA. 
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REQUEST  FOR  PAYMEHT  ON  LETTER  OF  CREDIT 

AND 

STATUS  OF  FUNDS  REPORT 


_  SECTION  I— BEQUEST  FOW  PAVMEWT  _ 

AGENCY  STATION  SYMSOL  I  LETTCR-OF^REDIT  NUMBEfI  T DOCUMENT  NUMBCN  TaMO^UHT  RCQUCSTEO 


NAME  AND  ADDRESS  OF  U.S.  AGENCY 


|00CUMENT  N 


NAME  AND  ADDRESS  OF  DRAWER 


RAID  BY  fTrMmry  Vm  Oml»i 


MAKE  TREASURY  CHECK  RAVABtE  TO: 


VOUCHER  APPROVED  fTrmmtrw  Vm  OnlpJ 
CHECK  NUMBER  (Tr^tmrv  Vm  Omtw) 


SECTION  tt— STATUS  OF  FEDERAt  FUNDS  (Must  Be  CampUUd  By  Drawtr) 


1.  FEDERAL  FUNDS  ON  HAND  fBeeimmine  •/  F«d«r«l  FVmI  Ymr) 


2»  ADD:  ADVANCES  RECEIVED.  FISCAL  YEAR  TO  DATE 


9.  ADO:  COLLECTIONS.  REFUNDS.  AND/OR  MISCELLANEOUS  RECEIPTS 


4«  Subtotal 


1&  OUTSTANDING  ADVANCES  TO  SUB-GRANTEES— NUMBER 

TOTAL  $ 

lYoocora  Vm  Oaiy 

SEcnoH 

S  (J>nmn  Ute) 

TOTAL  (Must  Agree  with  Amount  of  tkia  Bequeet  for  Payment) 


_ g*  Computed  By  Dtawer) _ 

I  certify  thst  tbia  Request  for  Piyment  ban  been  dmwu  in  aocurdance  with  the  terma  and  conditloiiH  of  the  Letter  of 
Credit  cited  and  that  the  amount  for  which  drawn  is  proper  for  payment  to  the  drawer  or  for  credit  to  the  account  of  the  drawer 
at  the  drawer’s  bank.  I  also  certify  that  the  data  reported  above  is  correct  and  that  the  amount  of  the  Request  for  Payment  is  not 
in  excess  of  current  needs.  v 


SfwdirS  Penn  1S3 
0*c«mb*r  1075 

PTMcribeC  By  0«pl.  ol  TrMaufy 
I  T  FRM  02000 


OIIIBINAL>-Or«w*f  wiN  ferwsfd  this  copy  to  Troosury  Olsbursina  OfRco. 


163-102 


1 
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.  INSTRUCTIONS  FOR  PREPARING  AND  DISTRIBUTING  AN  SF  183 
REQUEST  FOR  PAYMENT  ON  LOC  AND 
STATUS  OF  FUNDS  REPORT 

NOTICE  TO  DRAWER 

SF  183  is  shown  on  Page  1  of  Figure  II 1-3.  Extreme  care  must  be  exer¬ 
cised  to  prepare  an  SF  183  correctly  and  completely  in  order  for  the  appropriate 
Treasury  Regional  Disbursing  Office  to  process  the  request  for  payment  with¬ 
out  delay.  If  a  recipient  repeatedly  fails  to  prepare  the  SF  183  correctly 
and  completely,  the  Treasury  Regional  Disbursing  Office  may  reject  future 
requests  for  payment. 

Withdrawals  on  the  LOC  must  be  made  only  in  amounts  necessary  to  meet 
current  disbursement  needs.  Such  withdrawals  ordinarily  must  be  made  not 
more  frequently  than  once  daily,  in  amounts  no  less  than  $5,000  but  no  more 
than  $5,000,000  unless  so  stated  on  the  LOC. 

All  Dollar  Amounts  Which  Are  Entered  On  the  SF  183  Must  Be  Shown 
To  Two  Places  Past  The  Decimal.  Example  $25,000.00 

SECTION  1  -  REQUEST  FOR  PAYfCNT 

Block 

Number 

1.  Agency  Station  Symbol.  Enter  the  eight  digit  agency  station  symbol, 
69-08-8701,  (also  appears  on  the  SF  1193A  Letter  of  Credit). 

2.  Letter-of-Credit  Number.  Enter  the  eight  digit  Letter-of-Credit  num¬ 
ber  v^ich  appears  on  your  related  LOC. 
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Block 

Number 

3.  Document  Number.  Enter  the  appropriate  document  number.  For  each 
LOG,  the  document  number  of  the  first  SF  183  must  begin  with  “OOl*', 
and  each  SF  183  prepared  thereafter  for  each  letter  of  credit  must 
progress  in  consecutive  ascending  order.  Alphabetical  designations 
must  not  be  used  as  part  of  the  document  number.  Amendments  to  the 
LOG  must  not  interrupt  the  progression  of  the  number  assigned  to  the 
Requests  for  Payment  by  the  drawer. 

4.  Amount  Requested.  Enter  the  total  amount  of  this  request  for  payment 
which  must  be  the  same  as  the  amount  requested  on  line  7  of  Section  II 
and  the  total  in  Section  III. 

5.  Name  and  Address  of  U.S.  Agency.  Enter  the  name  and  address  of  the 
Federal  "Issuing  Agency"  which  apears  on  your  related  LOG. 

6.  Name  and  Address  of  Drawer.  Enter  the  name  and  address  of  the  recip- 
ient  organization  (drawer).  This  information  must  be  identical  to 
that  entered  in  the  "In  Favor  Of"  block  on  your  related  LOG. 

7.  Name  and  Address  of  Treasury  Disbursing  Office.  Enter  the  name  and 
address  of  the  Treasury  disbursing  center  or  Treasury  regional  office 
which  appears  on  your  related  LOG. 

b,  iMake  Treasury  Gheck  Payable  Vo.  Enter  the  information  exactly  as  it 
appears  in  the  "Treasury  Ghecks  to  be  Made  Payable  To;"  block  on  your 
related  LOG. 
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SECTION  II  -  STATUS  OF  FEDERAL  FUNDS 


Block 

Number 


1.  Federal  Funds  on  Hand.  Enter  the  total  amount  of  undisbursed  Federal 
funds  received  under  this  LOC  which  were  in  the  hands  of  the  recipient 
organization  (drawer)  on  the  first  day  of  the  current  Federal  fiscal 
year.  This  amount  includes  all  Federal  funds  on  deposit  with  a  com¬ 
mercial  bank  or  maintained  as  imprest  funds  and  received  but  undepos¬ 
ited  Treasury  checks. 

2.  Advances  Received,  Fiscal  Year  to  Date.  Enter  the  total  amount  of 
all  Federal  funds  received  under  this  letter  of  credit  during  the 
current  Federal  fiscal  year  to  date. 

3.  Collections,  Refunds,  and/or  Miscellaneous  Receipts.  Enter  the  total 
amount  of  all  collections,  refunds,  and/or  miscellaneous  receipts  of 
funds  received  during  the  current  Federal  fiscal  year  to  date.  Exam¬ 
ples  of  items  to  be  included  in  this  amount  are: 

a.  Cumulative  Federal  funds  advanced  to  a  secondary  recipient  organ¬ 
ization  and,  subsequently,  determined  to  be  in  excess  of  immedi¬ 
ate  disbursement  needs,  which  have  been  returned  to  the  primary 
recipient  during  the  current  Federal  fiscal  year. 

b.  Cumulative  Federal  share  of  proceeds  from  the  sale  of  real  prop¬ 
erty,  personal  property,  and/or  services  received  during  the  cur¬ 
rent  Federal  fiscal  year  which  are  available  to  the  primary  recip¬ 
ient  to  pay  the  cost  of  any  approved  program  activity. 
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c.  Cumulative  interest  earned  during  the  current  Federal  fiscal  year 
on  Federal  funds  withdrawn  from  this  LOC  prior  to  actual  disburse¬ 
ment  needs  of  the  recipient  organization.  In  Section  II  A  - 
Remarks,  Indicate  the  amount  of  such  interest  and  whether  that 
amount  has  been  remitted  to  UMTA. 

4.  Subtotal.  Enter  the  sum  of  the  amounts  reported  on  lines  1,  2,  and  3 
of  Section  II. 

5.  Actual  Disbursements,  Fiscal  Year  to  Date.  Enter  the  total  amount  of 
actual  cash  disbursements  of  Federal  Project  funds  during  the  current 
Federal  fiscal  year  to  date.  Any  interest  earned  on  funds  premature¬ 
ly  withdrawn  from  this  LOC  and  returned  to  UMTA  must  be  included  in 
the  amount  shown  on  this  line. 

6a.  Federal  Funds  on  Hand  at  Time  of  This  Request.  Enter  the  amount 
reported  on  Line  4  minus  the  amount  reported  on  Line  5. 

6b.  Estimated  Number  of  Days  Supply.  Enter  the  estimated  number  of  work¬ 
days  until  the  amount  reported  on  Line  6a  will  be  disbursed.  The 
estimate  includes  the  day  on  which  the  funds  will  be  disbursed.  For 
example,  if  the  request  for  payment  is  prepared  on  a  Tuesday  and  the 
recipient  organization  expects  to  disburse  the  Federal  funds  on  hand 
on  the  same  day  it  is  preparing  the  request  for  payment,  this  repre¬ 
sents  a  zero  day  supply  of  Federal  funds. 

7a.  Amount  of  This  Request  for  Payment.  Enter  the  total  amount  of  this 
request  for  payment,  which  must  be  the  same  as  the  amount  requested  in 
Section  I  and  the  total  in  Section  III. 

7b.  Estimated  Number  of  Days  Supply.  Enter  the  estimated  number  of  work¬ 
days  from  the  estimated  day  of  receipt  until  the  amount  reported  on 
Line  7a  will  be  disbursed.  This  estimate  includes  the  expected  day 
of  rec.eipt  but  does  not  include  the  day  of  disbursement.  For 
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example,  if  the  recipient  expects  to  receive  the  Federal  funds 
requested  on  a  Friday  and  disburse  these  funds  on  Monday  of  the 
following  week,  this  represents  a  one  day  supply  of  Federal  funds 
assuming  Saturday  and  Sunday  are  not  work  days. 

8.  Unpaid  Requests  for  Payment  Previously  Submitted.  Enter  the  total 
amount  of  the  request (s)  for  payment  which  have  been  submitted  to  the 
RDO  but  for  which  the  recipient  organization  has  not  yet  received 
payment.  Do  not  include  the  amounts  of  rejected  Requests  for 
Payment. 

9.  Total .  Enter  the  sum  of  the  amounts  reported  on  Lines  6,  7  and  8. 

10a.  Outstanding  Advances  to  Sub-Recipients  -  Total  $.  Enter  the  differ¬ 
ence  between  the  total  amount  of  Federal  funds  advanced  to  secondary 
recipient(s)  and  the  total  amount  of  Federal  funds  disbursed  by 
secondary  recipieilt(s) . 

10b.  Outstanding  Advances  to  Sub-Recipients  ~  Number.  Enter  the  number  of 
recipients  maintaining  the  outstanding:  balances  reported  on  Line  lOa 
of  this  request  for  payment  as  "Outstanding  Advances  to  Sub-Recip¬ 
ients".  If  there  are  no  secondary  recipients  involved,  "N.A. "  must 
be  entered  for  non- applicable. 

SECTION  II  A  -  REMARKS 


The  recipient  organization  (drawer)  should  enter  any  addiLioiial 
explanation,  related  to  Section  II  -  Status  of  Federal  Funds,  deemed 
appropriate.  This  includes  the  date  through  which  funds  are  reques¬ 
ted,  the  purpose  of  the  request  and  if  a  final  payment  for  a  particu¬ 
lar  project. 
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SECTION  III  -  CLASSIFICATION  OF 
THE  AMOUNT  OF  THIS  REQUEST 

Since  a  request  for  payment  may  include  funds  for  more  than  one  grant 
or  project,  it  is  extremely  important  that  Section  III  be  properly  completed 
to  show  the  amount  of  the  request  for  payment  applicable  to  each  grant  or 
project.  Therefore,  for  each  grant  or  project  for  which  funds  are  being 
requested,  enter  the  appropriate  project  number,  fund  code,  and  the  amount  of 
funds  requested  for  each  project. 

The  total  of  this  section  must  be  the  same  as  the  "Amount  Requested"  un¬ 
der  Section  1  and  the  "Amount  of  This  Request  for  Payment"  under  Section  II. 

SECTION  IV  -  CERTIFICATION 


Block 

Number 


1.  Date.  Enter  the  date(s)  this  SF  183  is  certified. 

2.  Signature  and  Countersignature.  Two  of  the  designated  officials  of 
the  recipient  organization  authorized  to  certify  requests  for  payment 
on  the  SF  1194,  Authorized  Signature  Card  for  Payment  Vouchers  on 
Letter  of  Credit,  on  file  with  the  Treasury  disbursing  center  or 
Treasury  regional  office  servicing  the  related  LOC  shall  affix  their 
signatures.  These  signatures  must  be  identical  to  those  on  the 
current  SF  li>K 

Title.  Enter  the  titles  of  the  designated  officials  of  the  recipient 
organization  certifying  this  SF  183. 

11.  Distribution  of  the  Form. 


NOTE:  FORWARDING  POINTS  ARE  PRINTED  ON  THE  BOTTOM  OF  EACH  COPY 
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1. 


2. 


3. 


Original,  Duplicate  and  Quintupl icate.  Forward  to  the  Treasury  dis¬ 
bursing  center  or  Treasury  regional  office  servicing  the  related  LOG. 

Triplicate.  At  the  same  time  the  recipient  organization  mails  the 
designated  copies  in  1.  above  to  the  appropriate  Treasury  RDO,  the 
triplicate  copy  must  be  sent  to  the  UMTA  regional  or  headquarters 
office  (Do  not  send"  the  triplicate  copy  to  the  Office  of  Accounting 
which  is  shown  in  the  "Issuing  Agency”  block  on  your  letter  of  Credit, 
SF  1193A.) 

Quadruplicate.  Retained  by  the  recipient  organization  (drawer). 
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PREPARATION  OF  FEDERAL  CASH  CONTROL  REGISTER 


Column 

Number  Instructions 

1.  Enter  the  document  number  from  SF  183. 

2.  Enter  date  of  request  from  SF  183. 

3.  Enter  amount  requested  as  shown  on  line  7  of  SF  183. 

4.  Sel  f-expl  anatory. 

5.  Enter  date  Treasury  check  deposited  as  shown  on  notification 

received  from  bank. 

6.  Enter  amount  of  Treasury  check  from  notification  received  from 

bank. 

7.  Self-explanatory. 

8.  Enter  date  of  deposit. 

9.  Enter  amount  of  deposit. 

10.  Self-explanatory. 

11.  '  Enter  date  funds  disbursed  to  payee  by  recipient  organization. 

12.  F.nter  amount  disbursed  to  payee  by  recipient  organization. 

13.  Sel  f-expl  anatory. 

14.  Enter  the  date  of  the  last  entry  in  either  column  (5),  (8)  or 

(11)  which  causes  a  change  in  the  balance  in  column  (15). 

15.  Enter  amount  obtained  by  subtracting  cumulative  total  in  column 

(13)  from  the  cumulative  total  in  column  (7)  plus  column  (10). 
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REQUEST  FOR  ADVANCE 
OR  REIMBURSEMENT 


(So  mtirKeliont  M  tacit) 
k  rco'ciiAi  sponsokinS^inct  «no  oaoANilAT 
WHICH  THIS  MvoRT  It  tMMrrriD 


] 


RiCinCNT  ORGANIZATION 


Tonawanda  Transit  Authority 


mSsTtt  .•  367  Tremont  Street 

^  Tonawanda,  NY  14120 


Appiovad  by  Office  of  Mantaamant  and 
■udeat.  No.  K-HOlSa 


2.  USlSOFKQUiST 


mMffUTATION  OF  AMOUNT  OF  NCIMSUffSCMENTS/AOVANCES  REOUCSTEO 

Ri*  [Tt)  nT*> 


mOGRAMS/FUNCTIONS/ACTIVITIES  I 


0.  taaa.-Eitimatad  balance  of  Faderal  eath  on  hand  at  e(  baginning  of  advanea  paiied 


C  Amount  raquettad  (lAua  a  auimc  tau  t) 


IS-  CERTIFICATION 


t  cartify  (hat  to  the  best  of  my  tmowtadie 
and  belief  the  data  above  are  correct  and 
(hat  all  oufliyt  arcra  ir  :  te  in  accorJanca 

t«i>^  (he  grai  I  condi!:-  >  or  other  agree-  I  Tvecb  oa  eaiNTto  hamc  a.io  titu 
nient  and  that  payment  it  due  and  hat  not  I  e  j 

bean  praviouairi^uattad.  SnodgrOSS  III 


Thit  tpaca  for  agancy  t 


General  Manager 


SAMPLE  SECTION  9  REQUEST  FOR 
ADVANCE  OR  REIMBURSEMENT 
Figure  Ill-Sa 


(319)123-345 


Figure  III-5a 
Page  1  of  2 


gTANOARD  POaM  fft  O-N) 
ar.llA.A-110 
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INSTRUCTIONS 


PiMsc  type  or  print  Itgibly.  Ittmt  1, 3,  5. 9, 10, 1  Ic.  lie,  Ilf,  llg,  Hi,  12  end  13  are  leH-explanatory; 
tpeciftc  instructions  for  other  Hems  art  as  foUowrs: 

turn  Erntm  turn  Mmtn) 


a  Indicate  whaltiar  laquaat  Is  prepered  on  caoh  ar  ac¬ 
crued  axpendMuio  tastt.  M  loquaal*  Ser  adweneae 
shall  be  prepared  on  s  caeh  baeie. 

4  Enter  the  federal  grant  number,  ar  ether  tdantHying 
number  sMignad  by  the  federal  sponaoring  agency.  If 
the  advsnoa  ar  leimbursement  is  tor  irrore  than  ana 
grant  or  elhor  agreement  Ineert  N/A;  then,  shew  the 
aggregate  amounts.  On  a  separate  sheet  Mt  each 
grant  or  agreement  number  and  the  federal  share  of 
autUye  made  againal  the  grant  ar  agreement. 

a  Enter  the  amployer  Mentificatien  number  ewignad  by 
the  U.S.  Internal  Rawenut  Saruica.  ar  tha  fICE  (institu¬ 
tion)  code  If  laauestad  by  the  federal  agency. 

f  This  space  is  laeerved  ter  an  account  number  ar  ether 
Uerrttfying  number  that  rrtsy  be  SMignad  by  tha 
lacipient 

■  Enter  tha  month,  day,  and  year  for  the  beginning  and 
ending  of  the  period  couorad  in  this  laqueat  If  tha  la- 
guoat  Is  ter  an  advance  or  ter  both  an  advance  and  ss- 
imbursamant  show  tha  parted  that  the  odvsnoe  wM 
eovar.  M  the  request  is  ter  reimbursement  show  the 
parted  ter  which  the  raimbursoment  Is  raqueated. 

Note:  The  federal  sponsoring  agencies  have  the  option  Of 
requiring  recipients  to  complete  items  11  or  12,  but  not 
both.  Item  12  should  bo  used  when  only  s  minimum 
amount  of  Intormation  Is  needed  to  make  sn  advance 
and  outlay  Information  contained  In  Item  11  can  be 
Obtained  in  a  timely  manner  from  other  reports. 

II  Thopurposeofthovefticsleolumns(o),  (b).  end(c),  is 
to  provide  space  tor  separate  cost  breakdowns  when  a 
proiect  hat  been  planned  and  budgeted  by  program, 
function,  or  activity.  If  additional  columns  are  needed. 


uaa  as  merry  additional  terms  as  needed  and  indicale 
peg*  number  in  space  provided  In  upper  light  how- 
toor,  the  summary  totals  of  all  progrsma,  tenctiont. 
or  acthrltios  should  be  shown  In  the  totar*  column  on 
the  first  page. 

lie  Enter  In  *’ae  of  data",  the  month,  day,  and  year  of  tha 
ending  of  the  accounting  period  to  wi.<»i.  this  amount 
applies.  Enter  program  outlays  to  data  (net  of  refunds, 
fabates,  srtd  discounts),  in  the  appropriate  eelumnt. 
for  requests  prepared  on  a  cash  basis,  outlays  are  tha 
aum  of  actual  cash  disbursemems  ter  goods  and  aorv- 
teas,  the  amount  of  indirect  axpensas  charged,  the 
salue  of  in-kind  contributions  applied,  and  the  amount 
of  cash  sdvancas  and  payments  made  to  subcontrsc- 
tors  and  subracipionts.  for  mquasts  prsparad  an  on 
accrued  axpendKura  basis,  outlays  arc  tha  sum  of  tha 
actual  cash  disbursements,  the  amount  of  indirect  an- 
pensas  tecurrad,  and  tha  not  Increase  (ar  docraasa)  te 
tha  amounts  owed  by  the  recipient  tor  goods  and  other 
property  racahrad  and  tor  aarvicas  performed  by  am 
ployaas,  contracts,  subgranteee  and  other  payees. 

lib  Enter  tha  cumulattes  cash  Inoomo  racahrad  to  date.  If 
laquaets  are  praporad  an  a  cash  basis,  fdr  laquoats 
prepared  on  an  accrued  expenditure  basis,  enter  the 
cumulative  income  asmed  to  date.  Under  elthar  basis, 
enter  only  the  amount  applicable  to  program  income 
that  was  required  to  be  used  tor  the  project  or  pro¬ 
gram  by  the  terms  of  the  grant  or  other  agreement. 

lid  Only  sdian  making  requests  tor  advance  payments, 
enter  the  total  estimated  amount  of  cash  eutl^  that 
will  be  made  during  the  parted  coveted  by  the  advance. 

13  Complete  the  certification  before  aubmitting  this 
request. 


STANBMto 


tia  Mot 
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REQUEST  FOR  ADVANCE 
OR  REIMBURSEMENT 


tSer  initmetiant  M  loci) 


FCDtHAl.  tPOMSOKINC  ABCNCV  «NO  OMeANItATrONAi  UXMCHT  TO 
WHICH  THIS  RtfORT  It  tWRMITTIfi 


ApprovRd  by  Offiet  of  MRARttmcnt  M 
•ud(Rt.  No.  aO-NOlU 


.  ^  .  *Tshou1d  Include 
9-30*77  idvance  periods 


COMRUTRTIOW  cr  AMOUNT  Of  nElMBUnSCMEWTS/RDVAHCES  HEQOEmO 

nil  n*)  1  w) 


reocnAMs/niNcnoNS/ACTivmes  • 


eutiRy*  lo  d«tR  6-30-77 


N.  £«M.‘CuniulRtivt  ofotroin  Ineemt 


4.  Cttimatod  not  cash  outlay*  lor  odvancR 
poriod 


0-  Total  (Sumaf  Vnete^di  _ 


f.  Non-r*dtr*i  thar*  of  amount  on  Una  a 


li.  Fodirai  paymanta  praviouaiy  raquaatad 


I.  Arfvaneat  raquitad  by 
month,  whan  raquatt- 
ad  by  Fadcral  aranler 
actney  for  uaa  In  mak- 
ma  pratchadulad  ad- 


Isimonlli 


2nd  month 


Srd  month 


August 


Septenfcer 


312,600 


104,500 


208,100 


103,400 


311,500 


240,800 


70,700 


40,700 


30,000 


10,000 


15,000 


5,000 


a.  Eatimatad  Fadetal  caah  autiaya  that  wm  ba  mad*  durini  parted  eovarad  by  the  advance 


b.  £««i;E*tlmat*d  balance  effadaraleaah  an  hand  a*  of  betinning  of  advance  pariod 


C.  Amountraqueatad  (MMORURuaMiab) 


U.  CCRTIFICATiaN 


I  cartiiy  that  la  th*  beat  af  my  hnawladf* 
and  belief  th*  data  abev*  are  correct  and 
that  all  outlay*  war*  mad*  in  accordanc* 
with  th*  grant  condition*  or  other  agrea- 
ment  and  that  payment  it  due  and  hat  not 
been  piavioutly  raqueated. 


ltd*  apace  tor  agency  aa* 

Federal  Share  broken  down  as  follows: 


•lONATURC  Of  RUTHOnaCO  CCRTIFTINO  OfFICML 

OATc  Rcoutar 

tuaMinto 

8-1-77 

TYfeCO  OR  RRINTCO  NAME  AND  TITU 

TCLC^HONC  CARCA 

CODE  NUMfeCR. 

Aaron  Zzyyton 

CATCNSIONI 

General  Manager 

(312)555-333 

$  9,099  -  for  actual  period  1-1-77  -  6-30-77 
6,967  -  for  July 

$3o.o60  •  this  requisition  REQUEST  FOR  ADVANCE  OR  REIMBURSEMENT 

Figure  lll-Sb 


•TANOAND  mm  m  a*y$i 

fey  ORIm  fef  wR  ttwipA 

Cir.  PM,  Ai4IO 
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Appendix  1 — Questions  and  Answers  on 
Cost  Allocation  Plans 

Questions  and  Answers  on  Cost  Allocatiqn 
Plans 

A.  Application  of  Principles 

Q.  Is  Federal  Management  Circular  74-4 
Mandatory  for  use  by  both  States  and  local 
governments? 

A.  Yes.  Paragraph  A-3  of  Attachment  A  to 
the  Circular  states  that  the  principles  will  be 
applied  by  all  Federal  agnecies  in 
determining  costs  incurred  by  State  and  local 
governments  under  Federal  grants  and  cost 
reimbursement  type  contracts  (including 
subgrants  and  subcontracts]  except  those 
with  (a)  publicly  financed  educational 
institutions  subject  to  FMC  73-8,  and  (b) 
publicly  owned  hospitals  and  other  providers 
of  medical  care  subject  to  requirements 
promulgated  by  the  sponsoring  Federal 
agencies. 

Q.  Federal  Management  Circular  74-4 
states  that  it  does  not  apply  to  grants  and 
contracts  with  (a)  publicly  financed 
educational  institutions  subject  to  Federal 
Management  Circular  73S  and  (b)  publicly 
owned  hospitals  and  other  providers  of 
medical  care  subject  to  requirements 
promulgated  by  the  sponsoring  Federal 
agencies.  What  is  the  intent  of  this  statement 
and  how  does  it  affect  the  reimbursement  of 
costs? 

A.  Federal  cost  principles  are  designed  to 
be  compatible  with  the  organizational 
structure,  accounting  systems  and  programs 
conducted  by  specific  types  of  organizations 
which  perform  Federal  grants  and  contracts. 
FMC  74-4  was  designed  to  be  compatible 
with  the  type  of  operations  conducted  by 
State  and  local  government.  The  organization 
and  operations  of  colleges  and  universities 
and  hospitals  differ  markedly  from  that  of 
State  and  local  governments  and  hence,  there 
are  special  cost  principles  for  them  (FMC  73- 
8  for  colleges  and  universities  and  the 
Medicare/Medicaid/HEW  research  cost 
principles  for  hospitals).  These  principles 
recognize  State  and  local  central  service 
costs  and  departmental  indirect  costs 
allocable  under  the  procedures  of  FMC  74-4. 

Q.  Will  the  indirect  costs  arrived  at  by  the 
application  of  the  indirect  cost  rate 
percentage  be  reimbursed  to  State  and  local 
governments? 

A.  The  indirect  costs  which  are  determined 
to  be  associated  with  Federal  programs  in 
accordance  with  the  procedures  in  FMC  74-4 
will  be  recognized  as  part  of  the  total  cost  of 
the  Federal  projects,  except  where  restricted 
or  prohibited  by  law.  The  extent  to  which 
such  costs  are  reimbursed  is  a  matter  for 
determination  between  the  Federal  awarding 
agency  and  the  recipient  State  or  local  unit  of 
government. 

B.  Federal  Cognizance 

Q.  What  Federal  agency  will  be 
responsible  for  determining  and  reassigning 
negotiation  and  audit  cognizance  for  State 
and  local  agencies  under  FMC  74-4? 

A.  The  Office  of  Management  and  Budget 
working  in  cooperation  with  the  other 
Federal  departments  and  agencies  is 
responsible  for  determining  and  reassigning 
negotiation  and  audit  cognizance  for  State 
and  local  agencies. 


Q.  May  another  Federal  agency  question 
the  costs  included  in  a  central  service  cost 
allocation  plan  submitted  to  and  approved  by 
a  cognizant  Federal  agency? 

A  Cognizant  Federal  agencies  will 
coordinate  the  approval  of  central  service 
plans  with  the  other  Federal  agencies 
affected.  Accordingly,  Federal  agencies  will 
accept  as  part  of  the  costs  of  a  particular 
State  or  local  government  agency,  those  costs 
represented  as  central  service  costs  provided 
they  are  in  accord  with  the  amounts  set  out  in 
the  negotiation  agreement  signed  by 
representatives  of  the  State  or  local 
goveVnment  and  the  cognizant  Federal 
agency. 

Q.  Will  an  indirect  cost  rate(s)  established 
for  a  State  or  local  department  by  a 
cognizant  Federal  agency  by  accepted  by 
other  Federal  agencies  that  have  active 
programs  with  the  same  State  department? 

A.  Federal  agencies  have  determined 
which  Federal  agency  will  have  negotiation 
responsibility  at  State  and  local  departments 
where  more  than  one  Federal  agency  has 
active  programs.  Generally,  the  Federal 
agency  with  the  predominant  interest  in 
terms  of  program  dollars  will  be  the 
cognizant  F^eral  agency.  This  means,  for 
example,  that  the  Department  of  Health. 
Education  and  Welfare  will  determine 
indirect  cost  rates  at  State  and  local 
departments  where  the  Department  has  the 
predominant  dollar  interest.  The  rates 
negotiated  by  the  Department  will  be 
accepted  by  all  Federal  agencies  that  also 
have  programs  at  these  same  State  and  local 
departments.  In  making  such  determinations 
the  cognizant  Federal  agency  will  coordinate 
its  activities  with  the  other  Federal  agencies 
affected  to  the  extent  deemed  necessary  prior 
to  reaching  an  agreement  with  the  State  or 
local  department  concerned. 

Q.  Which  Federal  agency  will  be 
responsible  for  the  audit  of  costs  of  programs 
administered  by  State  and  local  governments 
under  grants  from  and  contracts  with  the 
Feder^  Government? 

A.  The  Department  of  Health.  Education, 
and  Welfare  will  be  responsible  for  the  audit 
of  costs  resulting  from  a  State  central  service 
cost  allocation  plan,  the  results  of  which  will 
be  accepted  by  other  Federal  agencies.  The 
Federal  agency  that  has  negotiation 
cognizance  for  indirect  cost  proposals  at  the 
State  or  local  department  level  will  also  be 
cognizant  for  audit  of  these  costs.  That 
Federal  agency  that  has  the  preponderance  of 
dollar  activity  within  a  city,  county  or  other 
subdivision  will  be  cognizant  for  both  audit 
and  negotiation  of  local  central  service  cost 
allocation  plans.  However,  changes  in 
cognizance  may  be  required  from  time  to  time 
in  Federal  agency  assignments  as  material 
changes  in  preponderance  of  Federal  dollar 
activity  occur. 

Q.  Where  can  State  and  local  governments 
receive  additional  information  or 
clarification  on  the  implementation  of  FMC 
74-4? 

A.  States  and  local  governments  should 
contact  the  Federal  agency  that  has  been 
assigned  cognizance  for  either  central  service 
cost  allocation  plans  or  individual 
government  department  indirect  cost 
proposals. 


C.  Definitions 

Q.  To  what  does  the  expression  “cost 
allocation  plan  ”  refer? 

A.  A  cost  allocation  plan  refers  to  a 
document  that  identifies,  accumulates,  and 
distributes  allowable  costs  to  grants  and 
contracts  and  identibes  the  procedures  used 
in  making  such  distribution.  It  refers  to  both 
the  central  service  cost  allocation  plan  which 
is  used  to  allocate  the  costs  of  central 
government  services  to  benefiting 
government  departments,  and  the  indirect 
cost  proposals  of  those  departments  or  units 
performing  grants  and  contracts. 

Q.  What  is  an  indirect  cost  rate? 

A.  An  indirect  cost  rate  is  the  ratio  of  an 
organization's  indirect  costs  to  some  element 
of  its  direct  costs,  e.g.,  direct  salaries  and 
wages.  Once  determined,  the  rate  is  used  to 
compute  grantee  indirect  cost  entitlement. 

The  entitlement  is  accomplished  by 
multiplying  the  indirect  cost  rate  by  the  direct 
salaries  and  wages  charged  to  a  grant  or 
contract.  An  indirect  cost  rate  is  the  net 
product  of  an  indirect  cost  proposal. 

D.  Preparation  and  Use  of  Plans 

Q.  Who  is  responsible  for  the  preparation 
of  State  and  local  central  service  cost 
allocation  plans  and  indirect  cost  proposals? 

A.  It  is  the  responsibility  of  each  State  and 
local  government  to  prepare  timely  central 
service  plans  and  indirect  cost  proposals 
where  indirect  cost  reimbursement  is  sought. 

Q.  Are  there  any  critical  areas  that  State 
and  local  governments  should  give  particular 
emphasis  to  in  the  development  of  a  central 
service  cost  allocation  plan  and  in  the 
preparation  of  individual  indirect  cost 
proposals? 

A.  State  and  local  governments  must  be 
especially  alert  to  inconsistent  costing 
practices.  i.e..  the  treating  of  a  type  of 
expense  such  as  occupancy  or  fringe  benefits 
as  both  a  direct  and  indirect  cost 
Inconsistent  costing  invariably  results  in 
disallowed  claims. 

Q.  Must  the  indirect  cost  proposal  or  the 
central  service  cost  allocation  plan  be 
prepared  centrally  for  each  State  or  local 
department  performing  under  Federal  grant 
programs? 

A  There  is  no  requirement  that  an  indirect 
cost  proposal  be  prepared  by  an  designated 
State  or  local  government  organizatioa 
Proposals  may  be  prepared  by  each  of  the 
government  departments  performing  under 
Federal  grants  or  they  may  be  prepared  in  a 
central  office.  However,  while  the  State  or 
local  central  service  cost  allocation  plan  need 
not  be  prepared  centrally,  it  must  be  prepared 
as  a  single  document. 

Q.  Must  a  State  or  local  government 
prepare  a  central  service  cost  allocation 
plan? 

A  The  preparation  of  a  central  service 
cost  allocation  plan  is  only  required  where  a 
State  or  local  government  wishes  to  recover 
the  costs  of  central  services  that  benefit 
Federal  programs  conducted  in  or  by  State  or 
local  government  departments.  A  State  or 
local  central  service  cost  allocation  plan  is 
not  required  if  a  State  or  local  government 
elects  not  to  make  a  claim  for  recovery  of 
central  service  type  costs  against  Federal 
awards. 
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Q.  How  will  a  central  service  plan  be 
used? 

A.  The  central  service  plan  is  used  to 
distribute  allowable  central  service  costs  to 
each  of  the  individual  government 
departments  beneHted,  in  order  that  they 
might  include  them  in  their  indirect  cost 
proposal. 

Q.  How  will  the  State  or  local  government, 
and  other  Federal  agencies,  be  notified  of 
cost  allocation  plans  that  have  been 
submitted  and  approved? 

A.  The  cognizant  Federal  agency  will 
reduce  to  writing,  in  the  form  of  a  negotiation 
agreement,  the  results  of  the  negotiation  it 
has  concluded  with  State  or  local  authorities. 
The  agreement  will  be  signed  by 
representatives  of  both  the  cognizant  Federal 
agency  and  the  State  or  local  government  and 
will  be  distributed  to  other  Federal  agencies 
by  the  Department  of  Health,  Education,  and 
Welfare.  A  negotiated  agreement  will  be 
issued  for  the  flscal  years  affected  and  will 
include  amounts  or  percentages  that  have 
been  agreed  to  as  allowable  for  inclusion  in 
the  various  State  or  local  departments’ 
indirect  cost  proposals. 

Q.  Do  small  cities  or  counties  with  a 
minimal  amount  of  Federal  Government 
activity  have  to  prepare  a  central  service 
cost  allocation  plan? 

A.  Small  cities  and  counties  who  feel  that 
the  preparation  of  a  central  service  cost 
allocation  plan  under  the  regular  method  is 
burdensome,  may  elect  to  establish  their 
costs  under  a  method  that  combines  both  the 
central  service  cost  allocation  plan  and 
indirect  cost  proposals.  This  method 
however,  results  in  less  cost  recovery  than 
would  likely  result  using  the  regular  method, 
so  cities  and  counties  will  have  to  determine 
whether  this  approach  is  suited  to  their 
needs.  The  method  is  illustrated  in  Section  V, 
Appendix  1,  Exhibit  F. 

Q.  How  will  the  Federal  Government 
assure  itself  that  central  service  cost 
allocation  plans  and  indirect  cost  proposals 
that  have  been  submitted  have  been  properly 
prepared? 

A.  The  Federal  Government  will  review 
each  central  service  cost  allocation  plan  and 
indirect  cost  proposal  submitted  to  assure 
itself  that  the  plans  and  proposals  have  been 
prepared  properly.  Authorized  State  or  local 
government  representatives  will  be  required 
to  certify  to  the  correctness  of  the  cost 
allocation  plans. 

Q.  The  sample  formats  illustrate  one 
method  of  computing  a  central  service  cost 
allocation  plan,  four  methods  for  computing 
an  indirect  cost  rate  and  one  method  of 
computing  a  consolidated  local  central 
service  cost  allocation  plan  and  indirect  cost 
proposal.  Are  State  and  local  governments 
restricted  to  these  basic  methods? 

A.  States  and  local  governments  should 
use  the  cost  allocation  plans  in  the  sample 
formats.  A  format  materially  different  than 
that  shown  in  the  samples  may  be  used  only 
if  prior  approval  is  obtained  from  the 
cognizant  Federal  agency.  Less  detail  than 
that  shown  in  the  sample  format  for  the 
central  service  plans  will  not  be  acceptable. 
Federal  agencies  will  recognize  any  of  the 
four  sample  indirect  cost  proposal  formats  as 
long  as  the  format  selected  gives  effect  to 


statutory  requirements  of  the  various  Federal 
programs  performed  in  the  proposing 
department.  However,  it  is  recognized  that 
differences  in  government  laws,  accounting 
systems,  and  policy  directives  may  require 
deviations  from  the  recommended  format  in 
some  instances.  Deviations  will  be 
considered  if  they  conform  with  generally 
accepted  cost  accounting  principles,  do  not 
conflict  with  Section  C.,  Attachment  A.  of 
FMC  74-4  and  are  approved  by  the  cognizant 
government  agency.  A  State  for  local 
government  need  not  use  the  same  format  for 
all  State  or  local  government  departments  but 
may  elect  the  format  which  in  each  case  is 
most  appropriate  to  the  department. 

E.  Specific  Items  of  Cost 

Q.  Attachment  B,  Section  C.  of  the  circular 
identifies  costs  that  are  allowable  with 
approval  of  the  grantor  agency.  Is  approval 
necessary  when  the  State  or  local 
government  treats  these  costs  as  indirect 
costs? 

A.  To  the  extent  that  costs  in  Attachment 
B,  Section  C.  of  the  Circular  are  treated  as 
indirect  costs  by  a  State  or  local  government 
negotiation  of  the  indirect  cost  proposal(s)  by 
the  responsible  Federal  agency  shall 
constitute  approval  of  the  Section  C  costs 
included  in  the  proposal.  Where  Section  C 
costs  are  to  be  treated  as  direct  program 
costs,  necessary  approval  must  be  obtained 
from  the  Federal  department  or  agency  which 
awarded  the  grant  or  contract. 

Q.  FMC  74-4  states  that  when  the 
depreciation  method  of  compensation  for  the 
use  of  buildings,  capital  improvements,  and 
equipment  is  followed,  any  method  of 
computing  depreciation  may  be  used.  How 
will  Federal  agencies  interpret  this? 

A.  Depreciation  is  intended  to  spread  the 
cost  of  an  asset  over  its  useful  life.  With  rare 
exceptions,  the  depreciation  of  assets  owned 
by  States  and  localities  occurs  at 
approximately  the  same  rate  throughout  their 
life.  Thus,  the  straight  line  method  of 
depreciation  is  always  used  for  general 
purpose  buildings  and  equipment  and  is  used 
almost  exclusively  for  all  other  assets. 

Q.  Are  there  any  exceptions  to  the  general 
rule  that  the  computation  of  depreciation  or 
use  allowance  will  be  based  on  acquisition 
cost? 

A.  There  is  one  exception  to  this  general 
rule  and  it  applies  only  in  the  special  case  of 
donated  assets.  Depreciation  or  use  charge 
will  be  recognized  on  the  fair  market  value  at 
the  time  of  acquisition  of  the  donated  asset. 

Q,  The  circular  states  that  acquisition  cost 
may  be  based  on  a  reasonable  estimate  if 
actual  cost  records  have  not  been 
maintained.  Are  there  any  guidelines  on 
what  will  be  accepted  as  a  reasonable 
estimate  if  actual  cost  records  have  not  been 
maintained? 

A.  There  are  no  deffnitive  guidelines  on 
what  will  be  accepted  as  a  reasonable 
estimate  in  lieu  of  actual  cost  records. 
However,  if  in  the  opinion  of  the  cognizant 
Federal  agency,  depreciation  or  use  charges 
based  on  estimated  acquisition  costs  are 
material  in  amoimt,  the  Federal  agency  may 
require  that  acquisition  cost  be  based  on  an 
estimate  performed  by  independent  and 
professional  appraisers  or  by  other  similar 
independent  valuations.  States  and  local 


governments  should  seek  assistance  from 
their  cognizant  Federal  agency  in  developing 
an  alternative  method  where  actual  cost 
records  have  not  been  maintained. 

Q.  May  charges  to  Federal  programs  be 
based  on  such  factors  as  replacement  costs, 
commerical  catalog  prices  or  comparable 
commercial  billing  rates? 

A.  No.  Charges  to  Federal  programs  must 
be  based  on  costs  actually  incurred. 

Q.  Attachment  B,  section  D.8  of  FMC  74-4 
states  that  legislative  expenses  are 
unallowable.  Does  this  prohibit  the  recovery 
of  the  costs  of  legislative  auditors? 

A.  To  the  extent  that  legislative  auditors 
conduct  regularly  scheduled  cost  postaudits 
of  government  departments  that  perform 
Federal  grants  and  contracts,  and  the  Federal 
agreements  benefft  from  the  incurrence  of 
tUs  cost,  then  the  cost  is  allowable.  Audits 
conducted  for  investigative  purposes  or 
pursuant  to  data  gathering  for  appropriation 
hearings  are  not  allowable. 

Q.  Some  grant  programs  are  awarded  to 
the  office  ^  the  Governor  of  a  State,  to  the 
chief  executive  of  a  political  subdivision,  the 
county  supervisor,  city  council,  school  board 
or  other  similar  type  body.  Are  these  grants 
precluded  from  recovering  indirect  costs 
under  the  circular? 

A.  The  general  expenses  required  to  carry 
out  the  overall  responsibilities  of  these 
offices  are  unallowable.  Attachment  B, 
Section  D.6,  of  the  Circular  identiff  es  them  as 
a  general  expense  of  Government  and 
therefore  an  unallowable  cost.  However,  if 
special  indentifiable  expenses  were  incurred 
to  satisfy  a  Federal  grant  or  contract 
requirement,  they  would  be  allowed  if  they 
otherwise  met  the  standards  of  allowability 
provided  in  the  Circular. 

F.  Other 

Q.  How  can  a  grantee  distinguish  between 
a  direct  cost  and  an  indirect  cost? 

A.  There  is  no  universal  rule  for  classifying 
costs  as  direct  or  indirect.  Generally 
speaking,  a  direct  cost  is  one  that  is  incurred 
speciffcally  for  one  activity.  Indirect  costs  are 
if  a  more  general  nature  and  are  inciured  for 
the  benefit  of  several  activities. 

Consequently,  some  allocation  technique 
must  be  used  to  distribute  these  indirect  costs 
to  the  several  direct  functions  beneffted. 

Once  a  grantee  makes  an  election  and  treats 
a  given  cost  as  direct  or  indirect  it  must  apply 
that  treatment  consistently  and  may  not 
change  during  the  ffscal  year. 

Q.  Is  it  permissible  to  allocate  costs  (either 
directly  or  indirectly)  on  the  basis  of  revenue 
or  on  the  basis  af  funds  available  under 
Federal  grants  or  contracts? 

A.  No.  The  allocation  of  costs  by  either  of 
these  methods  is  unacceptable.  Cost  must  be 
allocated  on  the  basis  of  services  rendered  or 
goods  provided  to  Federal  grants  or 
contracts. 

Q.  Should  a  cost  allocation  plan  be 
submitted  with  a  grant  or  contract  project 
application? 

A.  A  plan  should  not  be  submitted  with  a 
grant  or  contract  project  application.  Space  is 
provided  on  most  applications  for  the 
approved  indirect  cost  rate  and  the 
identiffcation  of  the  cognizant  Federal 
agency. 
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Q.  Does  the  circular  have  any  effect  on 
"cost  sharing" or  on  "matching" 
requirements? 

'  A.  The  Circular  does  not  change  any  “Cost 
Sharing”  or  “Matching"  requirements.  It  does 
provide  a  means  of  identifying  total  program 
costs  for  use  in  meeting  those  requirements. 

Q.  Program  income  represents  earnings  by 
the  grantee  realized  from  the  grant-supported 
activities  as  a  result  of  the  grant.  How  should 
State  and  local  units  of  Government  treat 
program  income? 

A.  State  and  local  units  of  government 
should  treat  program  income  in  accordance 
with  awarding  agency  regulations 
implementing  FMC  74-7  (formerly  OMB 
Circular  A-102). 

Appendix  II — Sample  Cost  Allocation  Plans 

A.  Central  Service  Cost  Allocation  Plan 
Description 

This  is  a  sample  illustration  of  a  central 
service  cost  allocation  plan.  It  consists  oh 

Exhibit  A-Summary  of  Allocated  Central 
Service  Costs.  This  exhibit  shows  each 
central  service,  and  the  attendant  costs, 
which  beneHt  Federal  grants  and  contracts 
and  for  which  a  State  or  local  government 
wishes  to  make  a  claim.  This  exhibit  must  be 
supported  by  detailed  schedules  comparable 
to  A.1-A.3  for  each  included  central  service. 

Schedule  A-l-AHocation  of  Costs, 
Personnel  Department.  The  personnel 
department  has  been  selected  as  an 
illustrative  central  service.  This  schedule 
shows  those  State  organizations  to  which  the 
personnel  department  provides  services  and 
the  allocation  of  its  costs  to  those 
organizations.  This  schedule  is  supported  by 
Schedules  A-2  and  A-3. 

Schedule  A-2-Costs  to  be  Allocated, 
Personnel  Department.  This  schedule  shows 
the  composition  of  the  costs  of  the  personnel 
department  as  contained  in  official  financial 
or  budget  statements  and  a  reconciliation  of 
those  costs  with  the  amount  allocated  in 
Schedule  A-1. 

Schedule  A-3-Statement  of  Function  and 
Benefit,  Personnel  Department.  This  schedule 
is  a  narrative  description  of  the  activities 
conducted  by  the  personnel  department,  their 
necessity  (benefits)  to  the  successful 
performance  of  federally  supported  programs, 
a  description  of  the  base(s]  selected  to 
distribute  the  costs  of  those  activities  to  the 
organizations  to  which  services  are  rendered 
and  the  rationale  or  the  base(s)  selected. 

Exhibit  A-1 — Summary  of  Central  Services 
Billed.  It  is  common  practice  for  central 
service  departments  to  bill  those 
organizations  to  which  they  render  services 
for  the  cost  of  those  services.  This  Exhibit 
illustrates  the  services  billed  to  organizations 
conducting  Federal  grants  and  contracts,  the 
costs  included  in  the  billing,  the  methodology 
for  computing  the  billing  rate,  etc. 

Amounts  allocated  to  the  operating 
departments  from  the  central  service  cost 
allocation  plan  in  Exhibits  A  and  A-1,  are 
carried  forward  to  Exhibits  B,  C,  D,  and  E, 
which  illustrate  various  sample  formats  for 
an  indirect  cost  rate  proposal. 

Only  a  few  of  the  many  possible  central 
services  have  been  shown  in  Exhibit  A  and 
only  one  central  service  department  is  shown 
in  the  accompanying  Schedules  A-1  through 


A-3.  A  central  service  cost  allocation  plan 
may  include  any  other  services  and  their 
attendant  costs  which  are  allowable  under 
FMC  74-4  and  for  which  documentation  can 
be  provided.  Each  type  of  cost  claimed 
should  be  supported  by  appropriate 
schedules  and  other  documentation  sufficient 
to  provide  a  reasonable  basis  for  evatnation 
and  acceptance. 

BILLING  CODE  4910-57-M 
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Appendix  II — Sample  Cost  Allocation 
Plans 

Exhibit  A-1 
Sample  Format* 

Central  Service  Cost  Allocation  Plan, 
Summary  of  Central  Services  Billed  to  User 
Organizations 

Motor  Pool. — The  (State  or  local 
government]  operates  a  central  motor  pool 
which  makes  cars,  trucks,  and  buses 
available  to  user  departments.  User- 
departments  are  billed  for  each  mile  driven: 
cars — 15  cents  per  mile,  trucks — 25  cents  per 
mile,  and  buses — 30  cents  per  mile.  The  basis 
for  the  charge  is  the  most  recent  study  of  cost 
per  mile  driven,  performed  by  the  internal 
audit  staff.  Any  over  or  under  recovery  is 
applied  to  the  next  year’s  expected 
expenditures  and  is  included  in  that  year’s 
billing  rate.  The  costs  included  are  salaries 
and  wages  and  fringe  benefits  of  motor  pool 
personnel,  their  travel,  supplies  and  parts  and 
use  charges  for  equipment  and  buildings  and 
vehicles  determined  in  accordance  with  FMC 
74-4. 

Data  Processing. — The  State  (or  local 
government)  operates  a  central  computer 
center  consisting  of  an  IBM  System  370/115, 
and  Control  Data  3100  and  Cyber  70  series 
configuration.  The  center  provides  both 
regular  continuing  and  special  job  computer 
support  to  most  operating  and  staff 
departments.  Billings  for  services  are  made  to 
user  organizations  based  on  a  standard  price 
schedule.  The  price  schedule  is  related  to  and 
designed  to  recover  the  costs  of  various  types 
of  jobs  on  each  system.  It  is  revised  quarterly 
and  audited  annually  by  the  internal  audit 
department.  Profits  or  losses  are  carried 
forward  and  used  to  adjust  price  schedules  of 
ensuing  quarterly  billing  rates.  Costs  consist 
of  salaries  and  wages  and  fringe  benefits  of 
center  personnel,  supplies,  maintenance  and 
utilities,  and  straight  line  depreciation  of 
equipment  based  on  a  fifteen-year  life. 

Long  Distance. — All  long  distance 
telephone  calls  are  placed  through  a  central 
switchboard  telephone  and  are  billed  to  the 
organizations  making  the  call. 

Notes. — If  a  direct  billing  mechanism  is 
used  by  the  government,  then  all  users  must 
be  billed.  Billing  of  selected  departments  and 
allocation  of  residual  amounts  through  the 
cost  allocation  plan  to  remaining 
departments  results  in  inequitable  costing 
and  is  not  acceptable.  However,  if  all  users 
are  billed,  residual  amounts  may  be  allocated 
through  the  allocation  plan  provided  they  are 
not  material  and  the  allocation  base  is 
equitable. 

A  detailed  breakdown  of  costs  is  not 
normally  required  as  part  of  this  exhibit. 
However,  the  submitting  State  or  local 
government  must  have  and  make  available  to 
the  Federal  cognizant  agency  such  cost  and 
revenue  breakdowns,  utilization  records  and 
other  information  as  is  necessary  to  permit  a 
reasonable  assessment  of  the  costs  incurred 
and  charges  made. 


*  This  is  a  sample  only,  and  hence,  is  brief  and 
simple.  In  practice,  the  number  and  types  of 
services  billed  may  be  greater  than  shown  here  and 
may  require  more  extensive  description  and 
explanation. 


Schedule  A-2;  Sample  Format  * 


[Central  service  cost  allocation  plan  costs  to  be  allocated, 
personnel  department  for  the  fiscal  year  ended  September 
30,  19—] 

.  $140,000 

16,000 

Supples . 

8,000 

7,012 

Maintenance  and  lanitonal  services . 

Capital  outlay 

7,928 

7,561 

186,501 

Less:  Unallowable  costs,  capital 

outlay .  $7,561  . 

Costs  chargeable  to  Federal  grant ‘....  30,000  37,561 

Total  costs  to  be  allocated  on 
schedule  A-1 .  ’  148,940 


■  This  is  a  sample  only  and  hence,  is  brief  and  simple.  In 
practice,  this  schedule  should  be  sufficiently  detailed  to  show 
the  costs  of  major  activities,  branches,  etc.  of  the  personnel 
departments  in  a  manner  permitting  a  reasonable  assess¬ 
ment  of  the  costs  claimed  against  Federal  programs. 

*  Represents  charges  to  a  Federal  grant  awarded  to  assist 
the  State  or  local  government  to  tmprove  its  personnet 
system.  It  a  supporting  agency  received  an  award  from  the 
Federal  Government,  all  costs  incurred  in  connection  with 
the  award  (including  any  costs  that  are  required  for  matching 
or  cost  sharing)  must  be  eliminated  prior  to  the  distribution  of 
the  supporting  agency's  costs  to  the  user  departments  or 
agencies. 

^The  costs  allocated  must  be  reconciled  to  appropriate 
financial  documents,  either  financial  statements,  bud^ts  or  a 
combination  of  both.  In  this  example  the  government's  base 
data  was  cost  incurred  for  its  most  recent  fiscal  year. 

Schedule  A-3. — Sample  Format  * 

Central  Service  Cost  Allocation  Plan 
Statement  of  Functional  and  Benefit. 
Personnel  Department  for  the  Fiscal  Year 
Ended  September  30, 19 — 

The  personnel  department  is  responsible 
for  overall  administration  of  the  Civil  Service 
program.  This  includes  recruiting, 
interviewing,  testing  and  referring  potential 
candidates  for  the  more  then  2,000  municipal 
jobs. 

The  personnel  department  administers  the 
classifications  and  salary  programs  and  is 
responsible  for  recommending  personnel 
policies  and  procedures  to  the  Civil  Service 
Commission  for  approval. 

The  department  is  involved  in  the  design  of 
the  various  employee  benefit  programs.  After 
installation,  the  department  reviews  and 
maintains  the  records  on  these  programs. 

Active  and  inactive  personnel  records  are 
maintained  on  all  municipal  employees. 

The  personnel  department  is  responsible 
for  maintaining  the  safety  program  (including 
workmen's  cbmpensation  and  injury  level) 
and  the  city  training  programs. 

Sample  Cost  Allocation  Plans 

B.  Consolidated  Cost  Allocation  Plan 
Description 

This  illustrates  the  consolidated  cost 
allocation  plan.  The  plan  may  be  used  only 
by  local  governments.  This  method  is  used  in 
lieu  of  the  central  service  cost  allocation  plan 
and  department/agency  indirect  cost 
proposals.  The  advantage  of  this  method  to 
local  governments  is  that  it  is  simple  and 
does  not  require  the  use  of  complex  cost 
schedules  to  support  cost  allocations. 
However,  the  use  of  this  method  entails  the 
acceptance  of  certain  conditions  which  may 


*  This  is  a  sample  only  and  hence,  is  brief  and 
simple.  In  practice,  this  schedule  should  be 
sufficiently  detailed  to  provide  narrative 
explanations  of  the  functions  and  benefits 
associated  with  the  costs  being  allocated. 


result  in  less  total  recovery  of  indirect  type 
costs  to  a  local  government.  If  the  following 
conditions  are  recognized  and  accepted,  a 
local  government  may  opt  to  use  the  method: 

a.  Only  indirect  costs  of  certain  central 
services  will  be  accepted  for  allocation.  The 
only  central  services  includable  under  this 
method  are  those  that  demonstrably  benefit 
Federally  supported  programs  and  which 
would  have  been  allocated  to  Federal  awards 
had  the  regular  methods  illustrated  in 
Exhibits  A  and  B  through  E  (in  OASC-10) 
been  used. 

b.  Central  service  costs  which  do  not 
qualify  under  a.  above  must  be  added  to  the 
base  used  to  develop  the  indirect  cost  rate. 

c.  All  costs  of  all  local  departments  and 
agencies  (excluding  the  costs  in  a.  above) 
must  be  included  in  the  base  used  to  develop 
the  indirect  cost  rate  except  for  unallowable 
items  such  as  interest  expense  and  items  that 
tend  to  distort  the  rate  computation,  such  as 
major  subcontracts  and  items  of  capital 
equipment.  Indirect  type  costs  incurred  at  the 
local  department  or  agency  level,  including 
divisional  indirect  costs,  cannot  be  proposed 
as  indirect  costs  but  must  be  treated  as  a 
base  cost  in  developing  the  indirect  cost  rate. 

d.  Indirect  type  costs  incurred  at  any  level 
of  government  may  not  be  charged  to  a 
Federally  supported  program  as  a  direct  cost; 

e.g.,  accounting,  purchasing,  personnel. 
However,  direct  charges  such  as  motor  pool, 
reproduction,  communications,  etc.  will  be 
allowed  if  (1)  they  are  so  identified  on  the 
consolidated  central  service  plan,  and  (2)  the 
grantee’s  system  normally  provides  for 
directly  assessing  its  departments  and 
agencies  for  the  use  of  these  services  using 
pricing  or  fee  schedules  designed  to  recover 
the  actual  costs  of  services  used. 

(1)  Expenditures  not  allowable  consist  of 
capital  expenditures,  contracted  construction 
and  flow-through  monies,  etc.  These  items 
are  excluded  from  the  computation  b^ause 
their  inclusion  would  distort  the  assessment 
of  indirect  costs. 

(2)  In  this  illustration,  the  Treasurer’s  and 
Comptroller’s  office  each  conduct  both  direct 
and  indirect  activities.  For  example,  the 
taxing  function  is  contained  in  both  offices 
(assessing,  billing,  collecting,  etc.). 

.  (3)  Costs  of  the  Mayor’s  Office  and  the  City 
Council  are  stipulated  in  FMC-74-4  as  costs 
of  general  government  and  hence,  are 
unallowable  as  indirect  costs;  however,  these 
functions  benefit  from  those  costs  classified 
as  allowable  indirect  costs  and  must  be 
included  in  the  base  used  to  calculate  the 
indirect  cost  rate. 

(4)  The  indirect  cost  base  consists  of  the 
costs  of  all  the  functions  and  activities  of 
local  governments  except  (i)  central  services 
benefiting  Federal  programs  and  (ii) 
expenditures  not  allowable.  Thus,  in  this 
method,  costs  such  as  the  salaries  of 
department  and  division  heads,  secretaries, 
administrative  supplies,  etc.  which  could  be 
treated  as  indirect  cost  under  other  methods, 
must  be  treated  as  direct  costs  and  may  not 
be  charged  to  Federal  programs  as  either 
indirect  or  direct  costs. 

Suggested  Bases  for  Cost  Distribution 
Following  are  suggested  bases  for 
distributing  joint  costs  of  central-type 
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services  to  local  government  departments  or 
agencies  and  to  projects  and  programs 
utilizing  these  services.  The  suggested  bases 
are  not  mandatory  for  use  if  they  are  not 
suitable  for  the  particular  services  involved. 
Any  method  of  distribution  can  be  used 
which  will  produce  an  equitable  distribution 
of  cost.  In  selecting  one  method  over  another, 
consideration  should  be  given  to  the 
additional  effort  required  to  achieve  a  greater 
degree  of  accuracy.  Consideration  should 
also  be  given  to  UMTA-specific  requirements. 


Type  of  service 

Suggested  bases  for 
allocation 

eased. 

BuMtngs  lease  managements. 

services  of  employees  of 
central  budget. 

Number  of  leases. 

Employees  retirecnent  system 
administration. 

Insurance  management  serv¬ 
ice. 

rants  issued. 

Number  of  employees  con¬ 
tributing. 

Dollar  value  of  Insurance  pre¬ 
miums. 

and  messenger  service  _. 

Motor  pool  costs  including 
automotive  management. 

Office  macfilneB  and  equip¬ 
ment  maintenance  repairs. 

Office  space  use  and  related 
costs  (heat,  fight  janitor 
senrtces,  etc.). 

Organtcation  and  manage¬ 
ment  services. 

Number  of  documents  han¬ 
dled  or  employees  served. 
Miles  driven  and/or  days 
used. 

Direct  hours. 

Sq.  <1.  of  space  occupied. 

Direct  hours. 

Printing  and  reproduction . . 

Procurement  service . . 

DIreal  hours,  job  basis, 
pages  printed,  etc. 

Number  of  transactions  proc¬ 
essed. 

Health  services. . . 

Fidelity  bonding  program . . 

ments. 

Number  of  employees. 

.  Employees  subject  to  bond 
or  penalty  amounts. 

Appendix  III — Allowable  Costs 
Allowable  Costs  ‘ 

The  following  four  sections  describe 
allowable  costs  for  Capital  Grant  and  Loan 
projects.  Section  5  Operating  Assistance 
projects,  Section  8  Technical  Study  projects. 
Interstate  Substitution  projects,  FAUS 
projects,  and  section  175  projects.  Failure  to 
mention  a  particular  item  of  cost  is  not 
intended  to  imply  that  it  is  either  allowable 
or  unallowable.  Determination  of  allowability 
in  each  case  should  be  based  on  treatment  of 
standards  provided  for  similar  or  related 
items  of  cost.  For  other  projects,  refer  to  the 
appropriate  Federal  Management  or  OMB 
Circulars.  If  any  problems  arise,  contact  the 
appropriate  UMTA  regional  or  headquarters 
office. 

1.  Capital  Grant  and  Loan  Projects. 

a.  Allowable  Costs. 

(1)  Accounting.  The  cost  of  maintaining 
accounting  and  other  information  systems 
required  for  management  of  the  project  is 
allowable.  This  includes  costs  incurred  by 
central  service  agencies  for  these  purposes 
and  for  personal  services  provided  by 


recipient  employees,  llie  cost  of  maintaining 
central  accounting  records  required  for 
overall  State  or  local  government  purposes, 
such  as  appropriation  and  fund  accounts  by 
the  Treasurer,  Comptroller,  or  similar 
officials,  is  considered  to  be  a  general 
expense  of  government  and  is  not  allowable. 

(2)  Advertising.  Advertising  media  may 
include  newspapers,  magazines,  radio  and 
television  programs,  direct  mail,  and  trade 
papers.  The  advertising  costs  allowable  are 
those  which  are  solely  for, 

(a)  Recruitment  of  personnel  required  for 
the  project; 

(b)  Solicitation  of  bids  for  procurement  of 
goods  and  services  required  for  the  project; 

(c)  Disposal  of  scrap  or  surplus  materials 
acquired  in  the  performance  of  the  grant 
agreement  or  replaced  under  provisions  of 
the  grant  agreement;  or 

(d)  Other  purposes  specifically  provided  for 
in  the  grant  agreement  and  approved  project 
budget. 

(3)  Audit  Service.  The  cost  of  audits 
necessary  for  administration  and 
management  of  functions  related  to  UMTA 
projects  is  allowable  and  may  include  the 
cost  of  third-party  audit  surveillance  and 
proposal  evaluation. 

(4)  Bonding.  Costs  of  premiums  on  bonds 
covering  grantee  employees  who  have 
responsibility  for  project  funds  and  who 
would  not  otherwise  be  bonded  or  whose 
bond  coverage  had  to  be  increased  are 
allowable. 

(5)  Budgeting.  Costs  incurred  for  execution 
and  revisions  of  approved  {nnfect  bodgete  are 
allowable.  Costs  for  services  of  a  central 
budget  office  are  generally  not  allowable 
since  these  are  costs  of  general  government 
administration.  However,  where  employees 
of  the  central  budget  office  actively 
participate  in  the  project  budget  process,  the 
cost  of  identifiable  services  is  allowable. 

(6)  Building  Lease  Management.  The 
administrative  cost  for  lease  management  for 
project  property  which  includes  review  of 
lease  proposals,  maintenance  of  a  list  of 
available  property  for  lease,  and  related 
activities  is  allowable. 

(7)  Central  Stores.  The  cost  of  maintaining 
and  operating  a  central  stores  organization 
for  supplies,  equipment  and  materials  used 
either  directly  or  indirectly  for  UMTA 
projects  is  allowable. 

(8)  Communications.  Costs  incurred  for 
local  telephone  centers,  postage,  messenger 
service,  and  similar  services  for  employees 
whose  time  is  charged  to  an  UMTA  project 
may  be  allocated  in  the  same  ratio  as  the 
amount  of  time  each  employee  devotes  to  the 
project.  The  basis  for  allocation  must  be 
included  in  the  recipient’s  cost  allocation 
plan.  Long  distance  telephone  service, 
telegraph,  teletype  service,  wide-area 
telephones  service  (WATS),  and  tclpak  (tie 
lines]  are  allowable  if  supported  by  logs 
showing  party  contacted  and  purpose  or  in 
accordance  with  a  predetermined  cost 
allocation  plan. 

(9)  Compensation  For  Personal  Services. 

(a)  General.  Compensation  for  personal 

services  includes  all  remuneration,  paid 
currently  or  accrued,  for  services  rendered 
during  the  period  of  performance  under  the 
grant  agreement  including  but  not 


necessarily  limited  to  wages,  salaries,  and 
supplementary  compensation  and  benefits 
(see  paragraph  la(ll)).  The  costs  of  such 
compensation  are  allowable  to  the  extent 
that  total  compensation  for  individual 
recipient  employees;  (1)  is  reasonable  for  the 
services  rendered,  (2)  follows  an  appointment 
made  in  accordance  with  State  or  local 
government  laws  and  rules  and  which  meets 
Federal  merit  system  or  other  requirements 
where  applicable,  and  (3)  is  determined  and 
supported  as  provided  in  paragraph  la(9)(b). 
Compensation  for  employees  engaged  in 
Federally  assisted  activities  will  be 
considered  reasonable  if  it  is  consistent  with 
pay  for  similar  work  in  other  activities  of  the 
State  or  local  government.  In  cases  where  the 
kinds  of  employees  required  for  the  UMTA 
assisted  activities  are  not  found  in  other 
activities  of  the  State  or  local  government 
compensation  will  be  considered  reasonable 
if  it  is  comparable  to  pay  for  similar  work  in 
the  labor  maiicet  in  which  the  grantee 
competes  for  the  type  of  employees  involved. 
Compensation  surveys  providing  data 
representative  of  the  labor  market  involved 
will  be  an  acceptable  basis  for  evaluating 
reasonableness.  Recipients’  files  must  reflect 
this  information. 

(b)  Payroll  and  Distribution  of  Time. 
Amounts  charged  to  grant  programs  for 
personal  services,  regardless  of  whether 
treated  as  direct  or  indirect  costs,  must  be 
based  on  payrolls  documented  and  approved 
in  accor^nce  wifii  generally  accepted 
practicee  of  State  or  focal  agencies.  Payroll 
costs  charged  to  the  project  must  be 
supported  by  time  and  attendance  or 
equivalent  records  for  individual  employees. 
(See  sample  time  sheet  format.  Appendix  3A. 
Any  recipient  may  use  this  time  sheet,  but  it 
should  be  used  by  Section  8  recipients.) 

These  records  must  be  certified  by  the 
employees'  supervisors.  Failure  to  properly 
document  payroll  charges  will  result  in  cost 
being  unallowable.  Salaries  and  wages  of 
employees  chargeable  to  more  than  one 
project  or  other  cost  objective  will  be 
supported  by  appropriate  time  distribution 
records.  The  method  used  should  produce  an 
equitable  distribution  of  time  and  effort. 

(10)  Disbursing  Service.  Cost  of  disbursing 
project  funds  by  the  Treasurer  or  other 
designated  officer  is  allowable.  Disbursing 
services  cover  processing  of  checks  or 
warrants  from  preparation  to  redemption, 
including  necessary  records  of  accountability 
and  reconciliation  of  records  with  related 
cash  amounts. 

(11)  Employee  Fringe  Benefits.  Costs 
identified  under  (a)  and  (b)  below  are 
allowable  to  the  extent  that  total 
compensation  for  employees  is  reasonable  as 
defined  in  paragraph  la(9)(b). 

(a)  Employee  benefits  in  the  form  of  regular 
compensation  paid  to  employees  during 
periods  of  authorized  absences  from  the  job, 
such  as  annual  leave,  court  leave,  and 
military  leave,  if  they  are:  (1)  provided 
pursuant  to  an  approved  leave  system,  and 
(2)  the  cost  is  equitably  allocated  to  all 
related  activities,  including  the  project. 

(b)  Employee  benefits  which  may  include 
employer’s  contribution  or  expenses  for 
social  security,  employees’  life  and  health 
insurance  plans,  unemployment  insurance 
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coverage,  worker's  compensation  insurance, 
pension  plans,  and  severance  pay,  provided 
the  benefits  are  granted  under  approved 
plans  and  are  distributed  equitably  to  the 
project(s)  and  other  activities, 

(12)  Employee  Morale,  Health,  and 
Welfare  Costs.  The  costs  of  health  or  first-aid 
clinics  and/or  infirmaries,  recreational 
facilities,  employees'  counseling  services, 
employee  information  publications,  and  pay- 
related  expenses  incurred  in  accordance  with 
general  State  or  local  policy  are  allowable. 
These  costs  are  considered  supporting 
services  costs.  Income  generated  from  these 
activities  will  be  offset  against  expenses. 

(13)  Equal  Employment  Opportunity.  Equal 
Employment  Opportunity  costs  resulting  from 
meeting  the  requirements  of  UMTA  1155.1, 
“UMTA  Interim  Equal  Employment 
Opportunity  Policy  and  Requirements  for 
Grant  Recipients,”  are  allowable  project 
expenses. 

(14)  Minority  Business  Enterprise  (MBE). 
MBE  costs  resulting  from  meeting  the 
requirements  of  UMTA  C  1165.1,  "UMTA 
Interim  Minorit]^ Business  Enterprise  Policy 
and  Grant  Requirements  for  Grant 
Recipients,”  are  eligible  project  expenses. 

(15)  Legal  Expenses.  The  cost  of  legal 
expenses  required  for  administering  a  project 
is  allowable.  Legal  services  furnished  by  the 
chief  legal  officer  of  a  State  or  local 
government,  or  his  staff,  solely  for  the 
purpose  of  discharging  his  general 
responsibilities  as  legal  officer  are 
unallowable.  Legal  expenses  for  prosecution 
of  claims  against  the  Federal  Government  are 
unallowable. 

(16)  Materials  and  Supplies.  The  cost  of 
office  materials  and  supplies  necessary  to 
carry  out  projects  is  allowable.  Purchases 
made  specifically  for  the  project  should  be 
charged  at  actual  prices  after  deducting  all 
cash  discounts,  trade  discounts,  rebates,  and 
allowances  received  by  the  recipient. 
Withdrawals  from  general  stores  or 
stockrooms  should  be  charged  at  cost  under 
any  recognized  method  of  pricing 
consistently  applied.  Incoming  transportation 
charges  are  an  allowable  part  of  material 
cost. 

(17)  Payroll  Preparation.  The  cost  of 
preparing  payrolls  and  maintaining  necessary 
related  wage  records  for  employees  assigned 
to  the  project(s)  is  allowable. 

(18)  Printing  and  Reproduction.  The  cost  of 
printing  and  reproduction  services  necessary 
for  project  administration,  including  but  not 
limited  to,  forms,  reports,  manuals,  and 
informational  literature,  is  allowable. 
Publication  costs  of  reports  or  other  media 
relating  to  project  accomplishments  or  results 
are  allowable  when  provided  for  in  the  grant 
agreement. 

(19)  Procurement  Service.  Cost  of 
procurement  services,  including  solicitation 
of  bids,  preparation,  and  award  of  contracts, 
and  all  phases  of  contract  administration  in 
providing  goods,  facilities,  and  services  for 
the  project  are  allowable. 

(20)  Taxes.  In  general,  project-related 
taxes,  or  payments  made  instead  of  taxes, 
which  the  recipient  is  legally  required  to  pay 
are  allowable. 

(21)  Transportation.  Project-related  costs 
incurred  for  freight,  cartage,  express,  postage, 


and  other  transportation  costs  relating  either 
to  goods  purchased,  delivered,  or  moved  from 
one  location  to  another  are  allowable. 

(22)  Travel.  Travel  costs  are  allowable  for 
transportaton,  lodging,  subsistence,  and 
related  items  incurred  by  employees  who  are 
in  travel  status  on  official  business  incident 
to  a  grant  project.  Costs  may  be  charged  on 
an  actual  basis,  or  a  per  diem  or  mileage 
basis  instead  of  actual  costs  incurred,  or  on  a 
combination  of  the  two,  provided  the  method 
used  is  applied  to  an  entire  trip,  and  results  in 
charges  consistent  with  those  normally 
allowed  in  like  circumstances  in  nonfederally 
sponsored  activities.  The  difference  in  cost 
between  first-class  air  accommodation  and 
less-than-first-class  air  accommodations  is 
unallowable  except  when  less-than-first-class 
air  accommodations  are  not  reasonably 
available.  All  foreign  and  out-of-state  travel, 
except  for  travel  between  states  in  a  multi¬ 
state  urbanized  area,  must  be  speciHcally 
approved  by  UMTA  in  advance.  This  also 
includes  travel  to  conferences.  Travel 
expenditures  must  be  supported  by  evidence 
showing  that  travel  costs  were  properly 
authorized.  Travel  approval  requests  should 
include  person(s)  name  and  title,  purpose, 
duration,  and  estimated  cost  of  travel. 

b.  Costs  Allowable  With  Prior  UMTA 
Approval. 

(1)  Advisory  Councils.  Costs  incurred  by 
State  advisory  councils  or  committees 
established  pursuant  to  UMTA  requirements 
to  carry  out  grant  projects  are  allowable. 

Costs  incurred  by  similar  organizations  are 
allowable  when  provided  for  in  the  grant 
agreement.  Currently,  UMTA  does  not 
require  that  advisory  councils  be  established 
to  carry  out  capital  grant  projects. 

(2)  Automatic  Data  Processing.  The  cost  of 
data  processing  services  is  allowable.  This 
cost  may  include  rental  of  equipment. 
Acquisition  of  automatic  data  processing 
equipment  or  software  by  purchase,  rental- 
purchase  agreement  or  other  method  of 
purchase,  is  allowable  only  upon  prior 
approval  by  UMTA. 

(3)  Building  Space  and  Related  Facilities. 
The  cost  of  space  in  privately  or  publicly- 
owned  buildings  used  to  benefit  the  project  is 
allowable  subject  to  conditions  stated  below. 
The  total  cost  of  space,  whether  in  a  privately 
or  publicly  owned  building,  may  not  exceed 
the  rental  cost  of  comparable  space  and 
facilities  in  a  privately  owned  building  in  the 
same  locality.  The  cost  of  space  procured  for 
project  usage  may  not  be  charged  to  the 
project  for  periods  of  non-occupancy,  without 
UMTA  authorization.  Space  procurement 
costs  must  be  substantiated  by  a  rental  or 
lease  agreement  which  includes  the  following 
items: 

•  Description  of  space  to  be  leased 

•  Purpose  for  which  it  is  to  be  used 

•  Period  of  lease  (limited  to  grant  period) 

•  Options  to  renew  lease 

•  Utilities,  insurance,  and  other  services  to 
be  furnished  to  lessee 

•  Rate  of  rental 

•  Method  and  time  of  payment 

•  Other  conditions  required  of  lessor  or 
lessee  (recipient) 

•  Signatures  of  both  parties  and  witnesses. 

(a)  Rental  Cost.  The  rental  cost  of  space  in 

a  publicly  or  privately-owned  building  is 
allowable. 


(b)  Maintenance  and  Operation.  The  cost 
of  utilities,  insurance,  security,  janitorial 
services,  elevator  service,  upkeep  of  grounds, 
and  normal  repairs  and  alterations  is 
allowable  if  it  is  not  included  in  rental  or 
other  charges  for  space. 

(c)  Rearrangements  and  Alterations.  Gosts 
incurred  for  rearrangement  and  alteration  of 
facilities  required  specifically  for  a  UMTA 
project  or  those  that  materially  increase  the 
value  of  the  useful  life  of  the  facilities,  are 
allowable  when  speciHcally  approved  by 
UMTA. 

fd)  Occupancy  of  Space  Under  Rental- 
Purchase  or  a  Lease  With  Option  to  Purchase 
Agreement.  The  cost  of  space  procured  under 
such  arrangements  is  allowable  if  specifically 
approved  by  UMTA. 

(4)  Consultants  and  Contract  Services.  The 
cost  of  approved  consultants  and  experts 
rendering  professional  and  technical  services 
is  allowable.  This  includes  accounting,  legal 
assistance,  and  services  rendered  by  other 
qualiHed  individuals  or  organizations. 

(5)  Insurance  and  Indemnification.  A 
description  of  insurance  coverage  and 
indemnification  must  be  included  in  the 
recipient's  cost  allocation  plan.  Insurance  for 
capital  grant  projects  is  usually  the 
responsibility  of  third  party  contractors.  The 
following  insurance  costs  are  allowable: 

(a)  Costs  of  insurance  required  or 
approved  and  maintained  pursuant  to  the 
grant  agreement  are  allowable. 

(b)  Costs  of  other  insurance  in  connection 
with  the  general  conduct  of  project  activities 
are  allowable  subject  to  the  following 
limitations: 

1.  Types  and  extent  and  cost  of  coverage 
will  be  in  accordance  with  general  State  or 
local  government  policy  and  sound  business 
practice. 

2.  Costs  of  insurance  or  of  contributions  to 
any  reserve  covering  the  risk  of  loss  of,  or 
damage  to.  Federal  Government  property  are 
unallowable  except  to  the  extent  that  UMTA 
has  specifically  required  or  approved  such 
costs. 

3.  Costs  insuring  project  purchased 
equipment  are  unallowable  for  capital  grants, 
but  may  be  allowable  for  other  projects. 

(c)  Contributions  to  a  reserve  for  a  self- 
insurance  program  approved  by  UMTA  are 
allowable  to  the  extent  that  the  type  of 
coverage,  extent  of  coverage,  and  the  rates 
and  premiums  would  have  been  allowed  had 
insurance  been  purchased  to  cover  the  risks. 

(d)  Actual  losses  which  could  have  been 
covered  by  permissible  insurance  (through  an 
approved  self  insurance  program  or 
otherwise)  are  imallowable  unless  expressly 
provided  for  in  the  grant  agreement. 

However,  costs  incurred  because  of  losses 
not  covered  under  nominal  deductible 
insurance  coverage  provided  in  keeping  with 
sound  management  practice,  and  minor 
losses  not  covered  by  insurance,  such  as 
spoilage,  breakage,  and  disappearance  of 
small  hand  tools  which  occur  in  the  ordinary 
course  of  operations,  are  allowable. 

(e)  Indemnification  includes  securing  the 
grantee  against  liabilities  to  third  persons 
and  other  losses  not  compensated  by 
insurance  or  otherwise.  The  Government  is 
obligated  to  indemnify  the  recipient  only  to 
the  extent  expressly  provided  for  in  the  grant 
agreement,  except  as  provided  in  (d)  above. 
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(6)  Maintenance  and  Repair.  Costs 
incurred  for  necessary  maintenance,  repair, 
or  upkeep  of  pro[>erty  which  neither  add  to 
the  permanent  value  of  the  property  nor 
appreciably  prolong  its  intend^  life,  but 
keep  it  in  an  efficient  operating  condition,  are 
allowable  under  the  following  two 
conditions: 

(a)  The  property  is  necessary  to  ' 
accomplish  the  purpose  of  an  UMTA  project, 
and 

(b)  The  costs  are  occasioned  by  usage  of 
the  property  to  accomplish  an  UMTA  project 
or  a  portion  thereof. 

(7)  Motor  Pools.  The  costs  of  a  service 
organization  which  provide  automobiles  to 
the  grantee  at  a  mileage  or  fixed  rate  and/or 
provide  vehicle  maintenance,  inspection,  and 
repair  services  are  allowable.  The  purchase 
cost  of  vehicles  is  unallowable  as  a  factor  in 
determining  motor  pool  cost. 

(8)  Personnel  Administration.  Costs  for  the 
recruitment,  examination,  certification, 
classification,  training,  establishment  of  pay 
standards,  and  related  activities  for  UMTA 
projects  are  allowable. 

(9)  Training  and  Education.  The  cost  of  in- 
service  training,  customarUy  provided  for 
grantee  employee  development  which 
directly  or  indirectly  benefits  the  UMT.A 
projeetjs]  is  allowable,  if  specifically 
approved  by  UMTA.  Out-of-service  training 
involving  extended  periods  of  time  is 
allowable  only  when  specifically  approved 
by  UMTA.  To  be  allowable,  the  costs  must  be 
included  in  the  estimated  costs  of  acquiring 
the  capital  assets. 

c.  Unallowable  Costs. 

(1)  Bad  Debts.  Losses  arising  from 
uncollectable  accounts  and  other  claims,  and 
related  costs,  are  unallowable.  Bad  debt 
costs  may  offset  an  applicable  credit  if  the 
claim  had  been  previously  considered  as  an 
applicable  credit  reducing  net  project  cost. 

(2)  Contingencies.  Contributions  to  a 
contingency  reserve  or  any  similar  provision 
for  unforeseen  events  are  unallowable  unless 
specifically  allowed  by  UMTA. 

(3)  Contributions  and  Donations. 
Unallowable. 

(4)  Depreciation  and  Use  Allowances. 
Unallowable. 

(5)  Entertainment.  Costs  of  amusements, 
social  activities,  and  incidental  costs  such  as 
meals,  beverages,  lodgings,  rentals, 
transportation,  and  gratuities,  are 
unallowable. 

(6)  Fines  and  Penalties.  Costs  resulting 
from  violations  of,  or  failure  to  comply  with, 
Federal,  State,  and  local  laws  and  regulations 
are  unallowable. 

(7)  Governor's  Expenses.  Salaries  and 
expenses  of  the  Governor  of  a  State  or  the 
chief  executive  of  a  political  subdivision  are 
considered  a  cost  of  general  State  or  local 
government  and  are  unallowable.  The  salary 
of  the  recipient’s  general  manager  or 
executive  director  is  also  unallowable. 

(8)  Interest  and  Other  Financial  Costs. 
Interest  on  borrowings  (however 
represented),  bond  discounts,  cost  of 
financing  and  refinancing  operations,  and 
legal  and  professional  fees  paid  in  their 
connection  are  unallowable. 

(9)  Legislative  Expenses.  Salaries  and  other 
expenses  of  the  State  legislature  or  similar 


local  governmental  bodies  such  as  county 
supervisors,  city  councils,  school  boards,  etc., 
whether  incurred  for  purposes  of  legislation 
or  executive  direction,  are  unallowable. 

(10)  Management  Studies.  Unallowable 
under  capital  grant  projects. 

(11)  Memberships,  Subscriptions,  and 
Professional  Activities.  Unallowable  under 
capital  grant  projects. 

(12)  Preapproval  Costs.  Costs  Incurred 
prior  to  the  effective  date  of  project  approval 
are  not  allowable  unless  specifically 
approved  by  UMTA  through  a  “Letter  of  No 
Prejudice.” 

(13)  Proposal  Costs.  Costs  of  preparing 
proposals  on  potential  Federal  Government 
grant  agreements  are  unallowable. 

(14)  Underrecovery  of  Costs  Under  Grant 
Agreements.  Any  excess  of  cost  over  the 
Federal  contribution  under  one  grant 
agreement  is  unallowable  under  other  grant 
agreements. 

2.  Operating  Assistance  Grants. 

Information  on  allowable  costs  for  Section  5 
Operating  Assistance  Grants  can  be  found  in 
UMTA  C  9050.1,  “AppUcation  Instructions  for 
Section  5  Operating  Assistance  Projects,” 

3.  Section  8 — Technical  Grants. 

a.  Recipients  shall  follow  the  principles  of 
FMC  74-4  in  determining  allowable  costs 
under  Section  8  Technical  Study  grants  with 
the  following  qualifications: 

(1)  Travel — Costs  for  travel  are  allowable 
if  the  travel  specifically  relates  to  an 
approved  project  activity  included  in  the 
grant  contract.  Recipients'  must  obtain 
approval  from  UMTA  for  all  foreign  travel,  to 
conferences,  and  all  out-of-state-travel  except 
that  in  a  multi-state  urbanized  area. 

(2)  Equipment — ^Recipients  must  obtain 
prior  approval  from  UMTA  before  purchasing 
equipment. 

4.  Section  10 — Training  Grants 

Under  Section  10  training  grants,  UMTA 
will  allow  costs  incurred  by  grantees  in  the 
following  categories: 

a.  Salary  and  benefits  actually  paid  by 
recipients  to  employees  engaged  in  training 
activities. 

b.  Transportation  and  moving  expenses 
directly  related  to  training  paid  by  recipients. 

c.  Training  and  educational  expenses  paid 
by  recipients,  including  tuition,  fees,  and 
books. 
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(49  U.S.C.  1001;  23  U.S.C.  103  and  142;  42 
U.S.C.  7505;  49  CFR  1.51;  OMB  Circular  A- 
102;  Treasury  Circular  1075;  DOT  Order 
4600.9B) 

Dated:  August  21, 1980. 

Theodore  C.  Lutz, 

Administrator. 
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